OASYS AT a GLANCE 


50. 


OASys At a Glance is.a quick reference guide designed to 
provide you with brief, step-by-step instructions for OASys 64, 
OASys 8, OASys 3000S and OASys 3000 features. If you need 
more detailed information, refer to your Operator’s Guide, 
OASys 64 Operator’s Guide, OASys 8 Operator’s Guide or 
your reference materials. 


Feature headings are alphabetized and printed in orange. 
Step-by-step instructions are numbered. Helpful tips are listed 
to provide further information. 


When needed, subheadings identify which system, OASys 64, 
OASys 8, OASys 3000S or OASys 3000, information applies to 


The term‘‘Stand-alone”’ includes the OASys 3000S and 
OASys 3000 unless otherwise indicated. The term‘‘ICU Work- 
station” includes the OASys 64 and the OASys 8 unless 
otherwise indicated. 
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ACTIVATE SECOND DISK DRIVE (Stand-alone Workstation) 


To activate: 
1. Be sure disk drive 2 is empty. 
2. Display System Operations Menu for diskette in disk drive 1. 
3. Press MODE 
4. Type: a 
5. Insert diskette in disk drive 2 and close door. 
6. Press RETURN 
7. If required, type diskette password and press RETURN 


To record, edit, print or perform special functions on diskette in 
disk drive 2: 
1. Display System Operations Menu. 
2. Select operation. 
3. Type: #2 
4. To record, update history, create an index or table of 
contents, type a comma. 
To perform any other operation, don’t type comma. 
5. Type name(s) of document(s). 
6. Proceed with operation — see individual operation. 


To display directory of diskette in disk drive 2: 
1. Display System Operations Menu. 
2. Type: d 
3. Type: d2 
4. Select directory type. 
5. Press RETURN 


To deactivate: 
1. Display System Operations Menu. 
2. Press MODE 
3. Type: r- 
4. Remove diskette from disk drive 2. 
5. Press CANCEL 


TIPS: 

O To select type of directory — see DIRECTORY 

o If you don’t type #2, System assumes disk drive 1 
Stand-alone 3000 only 

O You must be at master station to activate second disk drive 
o To use second video — see SECOND VIDEO 

O See also — DISK INTERACTION 


ADD NEW DIRECTORY — see DIRECTORY UTILITIES 
(ICU Workstation) 


ARCHIVE MENU (ICU Workstation) 


To display Archive Menu: 


1. 


Display System Operations Menu. 


2. Type: a 


3. 


If unidentified diskette is in disk drive, remove it. 


TIPS: 
O To Archive from Fixed Disk to Diskette — see ARCHIVE 


FROM FIXED DISK TO DISKETTE 


o To Transfer from Diskette to Fixed Disk — see TRANSFER 


FROM DISKETTE TO FIXED DISK 


ARCHIVE: DELETE DOCUMENT ON DISKETTE (ICU Workstation) 


. Display Archive Menu (see above). 
. For workstation with disk drive, if you don’t want to use disk 


drive 1, select disk drive. 


. If required, provide diskette password. 
. Type: e 
. Type name(s) of document(s) to be deleted, separating with 


commas. 


. Press RETURN 
. To verify press RETURN 


To cancel press CANCEL 


. If prompted, insert diskette in disk drive. 


TIPS: 


O 


O 
O 


O 


If document is password protected, type colon (:) and 
password after document name 

Up to 15 documents can be deleted at once 

This is the only way to delete documents from an archive 
diskette 

To select disk drive — see ARCHIVE: SELECT DISK DRIVE 
To provide diskette password — see ARCHIVE: PASSWORD 
ON DISKETTE 

To display diskette directory — see ARCHIVE: DISPLAY 
DISKETTE DIRECTORY 


‘ Ti 
‘ll 
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ARCHIVE: DISPLAY DISKETTE DIRECTORY (ICU Workstation) 


DO oR WO Nh — 


. Display Archive Menu (see page 2). 
. For workstation with disk drive, if you don’t want to use disk 


drive 1, select disk drive. 


. If required, provide diskette password. 

. Type: d 

. At prompt, insert diskette in disk drive. 

. If end of directory display isn’t on screen, press DOWN 


ARROW key to display it, or press CANCEL to perform 
another operation or to continue. 


TIPS: 


O 


OoO0O00 


O 


Displays Standard Directory, no-access documents don’t 
appear 

Abbreviated Archive Menu appears at bottom of screen 
This is only way to see directory of archive diskette 

To select disk drive — see ARCHIVE: SELECT DISK DRIVE 
To provide diskette password — see ARCHIVE: PASSWORD 
ON DISKETTE 

To delete documents on diskette — see ARCHIVE: DELETE 
DOCUMENT ON DISKETTE 


ARCHIVE FROM FIXED DISK TO DISKETTE (ICU Workstation) 


To prepare for ARCHIVE: 
1. Know length of documents to be archived. 


ONDON HWP 


. Select diskette to be used for archive. 
. Display Archive Menu (see page 2). 
. For workstation with disk drives, if you don’t want to use disk 


drive 1, select disk drive. 


. If required, provide diskette password. 


Type: d 


. At prompt, insert diskette and close disk drive door. 
. Identify diskette and check available disk space. 
. If desired, delete documents from diskette. 


Continued 


ARCHIVE FROM FIXED DISK TO DISKETTE (ICU Workstation) 

continued | 

TIPS: E 
To find length of documents — see DIRECTORY DISPLAY RER 

o To select disk drive — see ARCHIVE: SELECT DISK DRIVE 

o To provide diskette password — see ARCHIVE: PASSWORD pa 


ON DISKETTE 

O To delete documents on diskette — see ARCHIVE: DELETE 
DOCUMENT ON DISKETTE 

OASys 64 ICU Disk Drive: 

O Insert diskette at ICU only when System Status display is Ld 

O System Status display db shines when operation is being 
performed and ICU disk drive door is locked 

o A solid 64 appears when operation at ICU is complete 

alae 8 ICU Disk Drive: 
Insert diskette at ICU only when INSERT DISKETTE light 
shines on ICU 

O DISKETTE IN USE light shines when operation is being 
performed and ICU disk drive door is locked 

o INSERT DISKETTE and DISKETTE IN USE lights are out when 
operation is complete 


perform ARCHIVE: 

. Prepare for ARCHIVE (see page 3). 

. Display Archive Menu (see page 2). 

Type: a 

. Point arrow to ““ARCHIVE-FIXED DISK TO DISKETTE” by 

selecting appropriate letter. 

. Point arrows at other operations as desired. 

. Press RETURN 

. Select documents for ARCHIVE and press RETURN ~ 
. If diskette becomes full, insert other diskettes as needed. 


oND PONO 


Continued 


ARCHIVE FROM FIXED DISK TO DISKETTE (ICU Workstation) 
continued 


TIPS: 


O 
O 


RETAIN ORIGINAL DOCUMENT results in original and copy 
DELETE ORIGINAL DOCUMENT leaves only a copy. To delete 
password protected document, you must specify name and 
password. 

NO OVERWRITE OF EXISTING DOCUMENTS OF SAME NAME 
protects document on diskette from being erased if names 
match 

OVERWRITE EXISTING DOCUMENTS OF SAME NAME 
replaces document on diskette with archived document if 
names and passwords match 

ERASE DISKETTE BEFORE ARCHIVE OPERATION erases 
System area, documents and phrases on diskette before 
archive occurs. Selection must be verified by pressing 
RETURN 

To select documents for Archive — see ARCHIVE: SELECT 
DOCUMENTS 


After ARCHIVE is complete: 


L 
2. 
3. 
4, 


Remove diskette from disk drive. 

Press MENU 

Check results of archive by editing document named archive. 
Label diskettes with felt tip pen. 


TIPS: 


O 


O 


To save information in archive document, print or rename it 
before next archive 
Archive document is always stored in primary directory 


ARCHIVE: PASSWORD ON DISKETTE (ICU Workstation) 


©) O1 & GD Nh — 


. Display Archive Menu (see page 2). 
. For workstation with disk drives, if you don’t want to use disk 


drive 1, select disk drive. 


. Type: p 

. Type diskette password. 

. Press RETURN 

. Select other archive options desired. 


Continued 


ARCHIVE: PASSWORD ON DISKETTE (ICU Workstation) 
continued 


TIPS: 

O You can select other options before inserting diskette; 
password is checked when diskette is inserted 

O Password selection remains in effect until System Operations 
Menu is displayed 

o To select disk drive — see ARCHIVE: SELECT DISK DRIVE 

o To add or change password — see PASSWORD TAILOR 


ARCHIVE: SELECT DISK DRIVE (ICU Workstation) 


. You must be at workstation with disk drives. 

. Display Archive Menu (see page 2). 

. Type: s 

. Follow prompts to point arrow(s) at desired disk drive. 
. Press RETURN 

. Select other archive options desired. 


Ooh ODM — 


TIPS: 

o If you don’t select disk drive, System uses disk drive 1 at your 
workstation 

O You can select other archive options before inserting diskette 

o The selected disk drive will remain selected until you change 
it or display System Operations Menu 

OASys 64 only 

O Second videos can also use select disk drive using the disk 
drive at the master station 


ARCHIVE: SELECT DOCUMENTS (ICU Workstation) 


To display Archive Selection Prompt: 
1. Follow steps 1-6 under “To Perform Archive” on page 4. 
2. Stop at step 7. 


To select all documents: 
1. Display the Archive Document Selection Prompt. 
2. Type asterisk (*) in NAME blank. 
3. Press RETURN 


Continued 


ARCHIVE: SELECT DOCUMENTS (ICU Workstation) continued 


TIPS: 

O This operation archives all documents from your first 
accessed (normally your primary) directory 

o To archive all documents from your secondary directory — 
see “To select by directory” 


To select specific documents: 
1. Display the Archive Document Selection Prompt. 
2. Type document name(s) in NAME blank, separating with 
commas. 
3. If desired, TAB to and fill other blanks. 
4. Press RETURN 


TIP: 


o You can type up to 16 names as long as they all fit in the 
prompt 


To select by beginning characters in name: 
1. Display the Archive Document Selection Prompt. 
2. Type beginning characters desired in NAME blank. 
3. Type: * 
4. If desired, TAB to and fill other blanks. 
5. Press RETURN 


TIP: 
o For example, memo* would find memo-1, memo-July, etc. 


To select by matching character positions in name: 
1. Display the Archive Document Selection Prompt. 
2. Type characters, in NAME blank, in positions to be matched, 
with 1 asterisk (*) in each position not to be matched. 
3. If desired, TAB to and fill other blanks. 
4. Press RETURN 


TIP: 
o For example, memo**82 would find memo0182, memoAB82, 
etc. 


Continued 
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ARCHIVE: SELECT DOCUMENTS (ICU Workstation) continued 


To use combination of name selection methods: Bi 
1. Display the Archive Document Selection Prompt. 
2. Use combination of name selection methods described 
above. 
3. If desired, TAB to and fill other blanks. 
4. Press RETURN ms 


To select by directory: 
1. Display the Archive Document Selection Prompt. 
2. TAB to directory blank. 
For primary directory, type: p 
For secondary directory, type: s 
If desired, TAB to and fill other blanks. 
Press RETURN 


TIP: 
O If you don’t use the directory blank, documents are archived 
from your first accessed (normally your primary) directory 


To select by author: 

. Display the Archive Document Selection Prompt. 
2. TAB to AUTHOR blank. 

3. Type author initials. 
4 
5 


=l 


. TAB to and fill last blank, if desired. 
. Press RETURN 


To select by date last revised: 
1. Display the Archive Document Selection Prompt. 
2. TAB to IF REVISED ON OR SINCE blank. 
3. Type date as numbers. 
4. Press RETURN 


TIPS: 

O For example, type 021480 to select all documents recorded 
and/or edited on or since February 14, 1980 

O Each filled blank makes selection more specific 

O You may select documents using any combination of 
methods above 


ARROW KEYS — see CURSOR MOVEMENT 2 
ASSEMBLY — see DOCUMENT ASSEMBLY or PRINT ASSEMBLY = ~~ = 


AUTOMATIC NUMBERING 


To type: 
1. Position cursor with spaces, CENTER, INDENT, TAB or PARA 
2. Press SHIFT + OUTLN until desired number/letter appears. 


To increase level: 
1. Position cursor to display OUT-NUM 
2. Press SHIFT + OUTLN until desired level appears. 


To decrease level: 
1. Position cursor under outline number to display OUT-NUM 
2. Press ALT SHIFT + SHIFT + DEL 
3. Repeat steps 1 and 2 until desired level appears. 


To delete: 
1. Position cursor under outline number to display OUT-NUM 
2. Press ALT SHIFT + SHIFT + DEL 
3. Repeat steps 1 and 2 until numbers/letters are deleted. 


TIPS: 

Oo Arabic and multi-level numbers count to 255 

o Roman numerals count to 99 

o Do not mix automatic and outline numbering 

o Do not type more than one automatic number per line 

o To position justified or proportional text to right of number, 
don’t use spaces. Use TAB or INDENT 

o To restart numbering — see AUTOMATIC NUMBERING: 
RESTART 

o To change label or level’s numbering format — see OUTLINE 
SETS 

© To automatically indent text after each number/letter — see 
OUTLINE 


AUTOMATIC NUMBERING: RESTART 


— 


. Change outline sets. Change level before restart level to 
“None.” Change restart level as desired. 

. Position cursor on line above where numbering will restart. 

. Press SHIFT + OUTLN to reach‘‘None’”’ level (no number 
appears). 

. Press RETURN 

. Press SHIFT + OUTLN until desired number/letter appears. 

. Repeat steps 2-5 each time you need to restart numbering. 


Oo © N 


Continued 
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AUTOMATIC NUMBERING: RESTART continued 


TIPS: 

Oo To change outline sets — see OUTLINE SETS 

Oo At step 3, you may press OUTLN alone to record‘‘None”’ level, 
making “None” level easier to find; but be sure to set a left 
tab stop for this outline level. 


AVAILABLE SPACE 


To check: 
Display any directory and look at upper right-hand corner. 


TIPS: 

o To display directory — see DIRECTORY DISPLAY 

O Appears as Storage Units 

Oo A storage unit equals 2500 characters, or about 1 page 

ICU Workstation 

o When displaying ICU workstation directory, you see available 
space for fixed disk(s) you’re signed onto 

Stand-alone Workstation 

o When displaying a directory, you see available space for the 
diskette 


Three methods to increase space on diskette: (Stand-alone 

Workstation) 

o Copy documents onto another diskette; delete from original 
diskette 

O Delete unneeded documents or phrases 

O Remove Special Features — see UPDATE DISKETTE 


TIPS: 
O Available space on diskette should be at least 11 storage 
units 


O To add special feature during diskette update — see UPDATE 
DISKETTE 


Two methods to increase space on fixed disk: (ICU Workstation) 


O Archive documents to diskette using delete original document 
o Delete unneeded documents or phrases 


Continued 
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AVAILABLE SPACE continued 


TIP: 
Oo DISK FULL WARNING message appears when available 
space should be increased. If you’re not recording or editing, 
the System beeps each time you press a key until you 
increase available space to safe level. (Ask WP administrator 
for information on your system’s safe level.) 


BACKGROUNDING (OASys 64 Workstat 


To place function in background: 
1. Display System Operations Menu. 
2. Type: f 
3. Type: b 
4. Select function and perform keystrokes required. 


To display background queue: 
1. Display the System Operations Menu. 
2. Press MODE 
3. Type: b 
To display functions queued from all directories: 
Type: a 


To delete functions from background queue: 
1. Be sure you’re signed onto primary directory from which 
function was queued. 
2. Display background queue (see above). 
3. Type the number of entry to be deleted. 
4. Press RETURN 


TIPS: 
Oo The functions that can be performed in background include: 
e Copy, Selected Copy, Merge — see COPY: STANDARD 
e Index/Table of Contents — see INDEX or TABLE 
OF CONTENTS 
e Document break — see DOCUMENT BREAK 
O The Background Queue may contain up to 15 functions in 
each primary directory queue 
o Functions are performed in the order queued 
Oo Functions queued from secondary directory are listed in 
primary directory queue — see SECONDARY DIRECTORY 
O Check results of queued background functions by editing ng 
document named results 
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BACKSPACE, REQUIRED — see REQUIRED BACKSPACE 
BLOCK DELETE — see DELETE EaR 
BLOCKED HYPEN — see HYPHEN > 
BOLD PRINT 


To type: 

1. Position cursor under first bold character. 

2. Press ALT SHIFT + EMPH 

3. Type: b 

4. Type text. 

5. Be sure cursor is positioned to immediate right of last bold 

character. 
6. Press ALT SHIFT + EMPH 
7. Type: b 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under bold instruction Square. 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

O Appears as instruction square in pairs — 1 for on, 1 for off 

o To locate — see NEXT COMMAND SEARCH or SEARCH 

Oo Type bold instructions in pairs—1 for on, 1 for off 

O Delete both bold instruction squares 

o Works best with metal print wheels that don’t have serifs (this 
text has serifs; this doesn’t) 


CAPS LOCK 


1. Press CAPS LOCK 
2. Type text. 
3. Press CAPS LOCK 


TIPS: i 
O When CAPS LOCK is down, number and punctuation keys 
type lower case 
O To type upper case characters on number or punctuation 
keys, press SHIFT + character 
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CENTER 


To type: 
1. Press CENTER 
2. Type line. 


To delete: 
1. Position cursor under center symbol (>). 
2. Press ALT SHIFT + SHIFT + DEL 


TIPS: : 

o To center typed line, position cursor on line and press 
CENTER 

O Centered line must be followed by RETURN, PARA or forced 
page 

O Text centers according to character spacing and line length 

o To center column, use center tab stop — see TAB STOPS 


CLEAR TAB STOP — see TAB STOPS 
COLUMN MOVE AND DELETE 


To move: | 

. Position cursor on first line of table. 

. Press MODE 

. Type: c 

. Type: m 

. Type number of column to be moved. 

. Press RETURN 

. Type number of column after which moved column is to be 
inserted. 


NOOR WDM — 


8. Press RETURN 
9. Press DOWN ARROW key to move each line of column, then 
press CANCEL to exit. 
To delete: 
1. Position cursor on first line of table. 
2. Press MODE 
3. Type: c 
4. Type: d 
5. Type number of column to be deleted. 
6. Press RETURN 
7. Press DOWN ARROW key to delete each line of column, then 


press CANCEL to exit. 


Continued 
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COLUMN MOVE AND DELETE continued 


TIPS: 


O 


O 


O 
O 


O 


To determine column numbers, count only columns 
positioned with tab instructions ( >) 

Indented text to right of tabbed column is moved or deleted 
with column 

Column at left margin without tab instruction is column 0 
Column 0 can’t be moved or deleted but may be selected to 
precede moved column 

Column 0 and any other column may be blank 


COPY: BETWEEN DIRECTORIES OR DISK DRIVES 


To copy 1 or more documents: 


1 


1. 


on & OG NO 


9: 
0. 


For ICU workstation, sign onto secondary directory. 
For stand-alone workstation, activate second disk drive. 


. Display System Operations Menu (at master station, for 


stand-alone 3000). 


. Type: s 
. Type: c 
. Type: #1 (if original is in primary directory or on diskette in 


disk drive 1). 
Type: #2 (if original is in secondary directory or on diskette in 
disk drive 2). 


. Type name of original document. Precede each multiple name 


with #1 or #2 to indicate directory or disk drive. Separate 
names with commas. 


. Type: / 
. If copy should go to primary directory or diskette in disk drive 


1, type: #1 

If copy should go to secondary directory or diskette in disk 
drive 2, type: #2 

Type name of copy. 

Press RETURN twice. 


Continued 
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COPY: BETWEEN DIRECTORIES OR DISK DRIVES continued 


TIPS: 

O For copy rules — see COPY: STANDARD 

O Copy name may be same as original if original and copy are 
in separate directories or on separate diskettes 

O If no number typed, System assumes first accessed (normally 
your primary) directory or disk drive 1 

O If numbers typed for some names but not all, System 
assumes number of last directory or disk drive indicated 

ICU Workstation 

o To sign onto secondary directory, see SECONDARY 
DIRECTORY 

Stand-alone Workstation 

O To activate or deactivate second disk drive — see ACTIVATE 
SECOND DISK DRIVE 


COPY: BETWEEN DISKETTE AND FIXED DISK — see ARCHIVE 
FROM FIXED DISK TO DISKETTE or TRANSFER FROM DISKETTE 
TO FIXED DISK (ICU Workstation) 


COPY DIRECTORY TAILORS — see DIRECTORY UTILITIES (ICU 
Workstation) 


COPY DISK — see DUPLICATE DISK 
COPY PHRASES — see DIRECTORY UTILITIES (ICU Workstation) 
COPY: STANDARD 


To copy 1 document: 

. Display System Operations Menu. 
. Type: s 

Type: c 

. Type name of original document. 
Type: / 

. Type name of copy. 

. Press RETURN twice. 


NOORWN = 


Continued 
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COPY: STANDARD continued 


To copy several documents and then merge copies together: 


NOOR WN 


. Display System Operations Menu. 

. Type: s 

. Type: c 

. Type names of original documents, separating with commas. 


Type: / 


. Type name of copy. 
. Press RETURN twice. 


TIPS: 


O 


O 
O 


Multiple documents are copied, then merged in sequence 
selected 

Both originals and copy are retained 

Copy name may not be same name as original 


g Workstation 


O 


O 


When multiple documents copied, first document’s primary 
heading/trailer and footnote formats and outline sets used in 
copy 

If you’re signed onto 2 directories, System assumes 
documents are copied from your first-accessed (normally your 
primary) directory 

To copy document in secondary directory, type #2 before 
name of original (#2original/copy) 

To copy documents between primary and secondary 
directories — see COPY BETWEEN DIRECTORIES OR DISK 
DRIVES 

You can copy documents while using Inter-ICU Linking — see 
INTER-ICU LINKING (ICU Workstation) 

For Reverse Access Order — see DIRECTORIES: REVERSE 
ACCESS ORDER 

For OASys 64 to perform copy, selected copy or merge in 
background — See BACKGROUNDING 


Stand-alone Workstation 


O 


O 


O 


O 


When multiple documents copied, last document’s primary 
heading/trailer and footnote formats and outline sets used in 
copy 

When multiple documents copied, copy’s page index erased 
— see PAGE INDEX 

To copy onto another diskette using 1 disk drive — see 
COPY: SWAPPED DISK 

To copy onto another diskette using 2 disk drives — see 
COPY: BETWEEN DIRECTORIES OR DISK DRIVES 


ae” 
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COPY: SWAPPED DISK (Stand-alone Workstation) 


To copy 1 document onto another diskette using 1 disk drive: 
. Display System Operations Menu. 

Type: s 

Type: c 

. Type name of original document. 

Type: / 

. Type name of copy. 

. Press RETURN 

. Type: s 

. Follow prompts to swap source and destination diskettes. 


OONOONARWND = 


TIPS: 

O Only 1 document may be copied at a time 

o To copy multiple documents, merge first — see MERGE 

O Original diskette is source diskette. Copy diskette is 
destination diskette. 

O Copy name may be same as original 

O Several swaps of source and destination diskettes may be 
required 


CURSOR MOVEMENT 


Word: E 
Next word: press SHIFT + >| 
Current or previous word: press SHIFT + [e] 


Line: _ 
To end: press ALT SHIFT + D) 
To beginning: press ALT SHIFT + |€ 


Page: 
TO previous page: press SHIFT + PG 
To next page: press PG |4) 


Selected page: 

1. Press ALT SHIFT + PG # 
2. Type page number. 

3. Press RETURN 


Continued 
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CURSOR MOVEMENT continued 


TIPS: 

o In prompt lines (Sucn as record prompt) press TAB 
o In multi-column text — see MULTI-COLUMN TEXT 
o In tabular text — see TAB STOPS 

o With repagination off — see REPAGINATION OFF 


DATE AND TIME (Stand-alone Workstation) 


To change after System is on: 
. Display Print Queue. 

. Type: d 

. Type date (numbers only). 
. Type: t 

. Type time (numbers only). 
. Press MENU 


Ooarhwh — 


TIPS: 

o To change creation, last printing or last revision dates in 
directory — see UPDATE HISTORY DIRECTORY 

o To display Print Queue — see PRINT QUEUE 

DEFAULT FORMAT TAILOR — see FORMAT TAILOR 

DEFAULT TAB TAILOR — see TAB TAILOR 


DEFAULT UNDERLINING TAILOR — see UNDERLINING TAILOR 


DELETE 


~~~ Automatic numbering: 
1. Position cursor to display OUT-NUM 
2. Press ALT SHIFT + SHIFT + DEL 
3. Repeat steps 1 and 2 until numbers/letters are deleted. 


“> Block of text: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under first character, symbol or instruction 
square to be deleted. 
3. Press MARK 
4. Position cursor under last character, symbol or instruction 
square to be deleted. Marked text is highlighted by 
underscore or reverse video. 
. Press MARK (to cancel, press CANCEL twice) 
. Press DEL (to cancel, press CANCEL 3 times) 
. Press RETURN to verify. 


N OA 


Character: 
1. Position cursor under character. 
2. Press DEL 


Document: 

. Display System Operations Menu. 

. Type: s 

. Type: d 

. Type name(s) of document(s), separating with commas. 
. Press RETURN 

. Press RETURN again to verify delete. 


Ooh WNDM 


pa Forced page: 
1. Position cursor on forced page. 
2. Press ALT SHIFT + DEL 


Hyphen - Discretionary: 
1. Press SHIFT + MODE until all hyphen symbols (^) appear. 


dü 2. Position cursor under hyphen symbol. 
3. Press DEL 
Hyphen - Regular or Blocked: 
pan 1. Position cursor under hyphen. 


2. Press DEL 


Continued 
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DELETE continued 


Instruction squares, including: 


Bold Multi-column Switch Code 
Font Overstrike Table of Contents 
Footnote Page if Trailer 
Format Page number control Underscore 
Hanging indent Required backspace Widow/Orphan 
Heading Stop Code (ICU 
Index Workstation only) 

Subscript 


Superscript 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


Instruction symbols, including: 


center (>) page number (#) tab (>) 
group mark í ) paragraph (€) variable mark (~) 
indent (\) return (v) 


1.Position cursor under or in blank space to left of instruction 
symbol. | 
2.Press ALT SHIFT + SHIFT + DEL 


Line: 
1.Position cursor on line. 
2.Press ALT SHIFT + DEL 


Outline numbering: 
1.Position cursor at beginning of line with number. 
2 Press ALT SHIFT + SHIFT + DEL until numbers/letters are 
deleted. 


Phrase: 
1.Press PHRASE 
2.Press DEL 
3. Type letter of phrase. 
4.Press RETURN to verify delete. 


Continued 
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DELETE continued 
Required space: 


1.Position cursor under required space ( - ). 
2.Press DEL 


Tab scale: 
1.Position cursor on tab scale. 
2.Press ALT SHIFT + DEL 


Tab stop or tab clear: 
1.Position cursor on tab scale where tab stop or tab clear was 
set. 
2.Position cursor under tab stop letter or tab clear. 
3.Press DEL 


Word: 
1.Position cursor at beginning of word. 
2.Press SHIFT + DEL (deletes word and space after it). 


TIPS: 

o Up to 15 documents may be deleted at once 

o To clear tab stop, press SHIFT + CLEAR — see TAB STOPS 

o To prevent recovery of deleted documents — see DELETE 

OVERWRITE TAILOR 

To delete column — see COLUMN MOVE AND DELETE 

To remove diskette or directory tailor — see individual tailor 

To remove document password — see PASSWORD 

To remove protect level — see PROTECT LEVEL 

To delete information from directory display — see UPDATE 

HISTORY DIRECTORY 

ICU Workstation 

© To delete document from diskette — see ARCHIVE: DELETE 
DOCUMENT ON DISKETTE 

o To delete existing directory — see DIRECTORY UTILITIES 

Stand-alone Workstation 

o To remove Special Feature on diskette — see UPDATE 
DISKETTE 

o To delete all documents and phrases from diskette, duplicate 
blank diskette onto diskette with documents and phrases, or 
perform total update — see DUPLICATE DISKETTE or 
UPDATE DISKETTE 


OoOO000 
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DELETE OVERWRITE TAILOR 


To tailor diskette or directory: 


1. 
2. 
3. 


4. 
si 


6. 
TIP 
O 
O 


O 


Display appropriate Tailor Menu. 

Type: d 

To add delete overwrite, type: y 

To remove delete overwrite, type: n 

Change other tailors if desired. 

Press MENU to record tailors, or CANCEL to prevent tailors 
from being recorded. 

Press MENU to display System Operations Menu. 


S: 


To display Tailor Menu — see TAILOR DIRECTORY or TAILOR 
DISKETTE 

Only documents deleted using Document Delete will be 
overwritten 

Only documents deleted after tailor is recorded will be 
overwritten 


DIRECTORIES: REVERSE ACCESS ORDER (ICU Workstation) 


To reverse access order of primary and secondary directories: 


AON- 


N © O1 


. Display System Operations Menu. 

. Press MODE 

. Type: d 

. Sign onto secondary directory desired if secondary directory 


hasn’t been established. 


. Type: O 
. To verify, press RETURN 
. Press MENU 


Continued 
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DIRECTORY: REVERSE ACCESS ORDER (ICU Workstation) 
continued 


TIPS: 


O 


To sign onto secondary directory — see SECONDARY 
DIRECTORY 


Operations affected when secondary directory is first-accessed 
directory: 


O 


DIRECTORY DISPLAY—If you bypass the Directory blank, the 
System will display documents in secondary directory first, 
followed by documents in primary directory 

RECORD and UPDATE HISTORY—System assumes 
secondary directory, unless you type #1 and a comma before 
document name. For example, to record “Johnny” in primary 
directory, type: #1,Johnny 

EDIT, COPY, PRINT, SPECIAL FUNCTIONS, FUNCTIONS- 
ADVANCED and DOCUMENT INSERT—System assumes 
secondary directory, unless you type #1 before document 


name. For example, to edit “Johnny” in primary directory, 


type: #1Johnny 

ARCHIVE—Documents are archived from secondary directory. 
To archive from primary directory, in DIRECTORY blank at 
document selection prompt, type: p 

TRANSFER—Documents are transferred to secondary 
directory. This is the only method to transfer documents to a 
secondary directory. 


Operations not affected when secondary directory is first- 
accessed directory: 


O 


DIRECTORY—Typing p in DIRECTORY blank at document 
selection prompt still displays documents from primary 
directory. Typing s displays documents from secondary 
directory. 

PHRASES—Phrases created and used are always stored in 
phrase dictionary of primary directory. You can’t use phrases 
stored in secondary directory. 

Any document the System creates automatically, for your 
information, is always stored in primary directory (For 
example, the “archive” and background “results?” documents) 
DIRECTORY TAILORS—You only tailor primary directory 
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DIRECTORY DISPLAY 


i display directory: 
. Display System Operations Menu. 

i Type: d 

3. For names only, type: n 
For standard, don’t type anything. 
For history, type: h 
Press RETURN 

4. For ICU workstation, type nothing for all names, or fill in 
document selection prompt as needed. 
For stand-alone workstation, skip this step. 

5. Press RETURN 


Li 
To scroll through directory, press DOWN ARROW key 

: Asterisk (*) under PHRASES USED indicates move block not 
yet inserted — see MOVE 

O To update information in directory — see UPDATE HISTORY 
DIRECTORY 

O Available space and document length are in storage units 

O A storage unit equals 2500 characters, or about 1 page 

ICU Workstation 

o To display selected documents — see DIRECTORY: SELECT 
DOCUMENTS FOR DISPLAY 

o To add a directory — see DIRECTORY UTILITIES 

Stand-alone Workstation 

O To display for diskette in disk drive 2 — see ACTIVATE 
SECOND DISK DRIVE, DISK INTERACTION, SECOND VIDEO 


To print directory: 
1. Display System Operations Menu. 
2. Type: d 
3. Type: p 
4. Follow steps 3 - 4 above to select desired directory. 


TIPS: 

O Directory prints at printer #1 (for ICU Workstation or stand- 
alone 3000) or at printer attached to your workstation (for 
stand-alone 3000S) 

O To stop printing directory, press HALT 
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DIRECTORY: SELECT DOCUMENTS FOR DISPLAY (ICU 
Workstation) 


To display document selection prompt: 
1. Display System Operations Menu. 
2. Type: d 
3. Follow prompts to select directory type. 


To select all documents in directories you’re signed onto: 
1. Display document selection prompt. 
2. Press RETURN 


TIP: 

o Displaying all documents displays all document names from 
your primary directory. If you’re signed onto a secondary 
directory, it also displays document names from secondary 
directory. 


To select specific documents: 
1. Display document selection prompt. 
2. Type document name(s) in NAME blank, separating with 
commas. 
3. If desired, TAB to and fill other blanks. 
4. Press RETURN 


TIP: 
o You can type up to 16 names, as long as they all fit in the 
prompt 


To select by beginning characters in name: 
1. Display document selection prompt. 
2. Type beginning characters desired in NAME blank. 
3. Type: * 
4. If desired, TAB to and fill other blanks. 
5. Press RETURN 


TIP: 
o For example, memo* would find memo-1, memo-July, etc. 


Continued 
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DIRECTORY: SELECT DOCUMENTS FOR DISPLAY (ICU 
Workstation) continued 


To select by matching character positions in name: 
1. Display document selection prompt. 
2. In NAME blank, type characters in positions to be matched, 
an asterisk (*) in each position that shouldn’t be matched. 
3. If desired, TAB to and fill other blanks. 
4. Press RETURN 


TIP: 
o For example, memo**82 would find memo0182, memoAB82, 
etc. 


To use combination of name selection methods: 
1. Display document selection prompt. 
2. Use combination of name selection methods described 
above, separating with commas. 
3. If desired, TAB to and fill other blanks. 
4. Press RETURN 


To select by directory: 
1. Display document selection prompt. 
2. TAB to DIRECTORY blank. 
3. For primary directory only, type: p 
For secondary directory only, type: s 
For all unprotected directories, type: a 
4. If desired, TAB to and fill other blanks. 
5. Press RETURN 


TIPS: 

O If you don’t use this blank, documents will be displayed for 
both directories you’re signed onto 

O If you select all directories, password protected directories 
and directories without documents won’t appear. To view 
these directory IDs — see DIRECTORY UTILITIES 

Oo If you’re using Inter-ICU Linking, directory of other ICU won’t 
appear if you select All Directories or Primary Directory Only 


Continued 
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DIRECTORY: SELECT DOCUMENTS FOR DISPLAY (ICU 
Workstation) continued 


To select by author: 
1. Display document selection prompt. 
2. TAB to AUTHOR blank. 
3. Type author’s initials. 
4. TAB to and fill last blank, if desired. 
5. Press RETURN 


To select by date last revised: 
1. Display document selection prompt. 
2. TAB to IF REVISED ON OR SINCE blank. 
3. Type date as numbers. 
4. Press RETURN 


TIP: 
Oo For example, if you type 021480, System will display all 
documents recorded or edited on or after February 14, 1980 


To select using combination of methods: 
1. Display document selection prompt. 
2. Fill as many blanks as desired, using methods mentioned 
previously. 
3. Press RETURN 


TIP: 
o Each filled blank makes selection more specific 


DIRECTORY SIGN ON — see POWER ON WORKSTATION, 
SECONDARY DIRECTORY or INTER-ICU LINKING 


DIRECTORY UTILITIES MENU (ICU Workstation) 


To display Directory Utilities Menu when signed onto a directory 


. Be sure you’re the only workstation signed on. 
. Display System Operations Menu. 

. Press OFF 

. Display Operating Mode Menu. 

. Type: u 

. Type: d 


OoahWNM — 


Continued 
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DIRECTORY UTILITIES MENU (ICU Workstation) continued 


To display Directory Utilities Menu when your workstation is off: 
1. Be sure all other workstations are signed off. 
2. Power on your workstation. 
3. Display Operating Mode Menu. 
4. Type: u 
5. Type: d 


TIP: 
O To power on workstation — see POWER ON WORKSTATION 


DIRECTORY UTILITIES (ICU Workstation) 


To view directory IDs: 
1. Display Directory Utilities Menu (see above). 
2. Type: v 


TIPS: 

o Password protected directory IDs and directories without 
documents are included 

O Abbreviated Directory Utilities Menu appears at screen 
bottom 


To add new directory: 
1. Display Directory Utilities Menu. 
2. Type: a 
3. If required, type disk number. 
4. Type 3 letter directory ID. 
. Press RETURN 
. If desired, type 1-8 letter password. 
. Press RETURN 
Type new directory ID. 
If password protected, also type colon (:) and password. 
10. Press RETURN 


ONDA 


TIPS: 

see i 64 with 2 fixed disks: 
All documents for a directory are stored on that directory’s 
fixed disk 

o Do not add directory NBJ to fixed disk #1. It may be used by 
your Field Engineer in the future. 

O Directories on different fixed disks must have different names 


Continued 


DIRECTORY UTILITIES (ICU Workstation) continued 


To 


Ooh wh — 


TIP 
O 


O 


-_ 
(e) 


=OOONDONARWDH= 


—h ok 


TIP 
O 


delete directory: 


. Display Directory Utilities Menu. 

. Type: d 

. Type directory ID to be deleted. 

. If required, type colon (:) and directory password. 
. Press RETURN 

. To verify delete, press RETURN 


To cancel delete, press CANCEL 


S 

Directory can’t be deleted if it contains documents, a move 
block or communication tailors 

Do not delete directory NBI. If you have 2 fixed disks, don’t 
delete directory NBuJ. 


modify a directory password: 


. Display Directory Utilities Menu. 


Type: m 


. Type directory ID. 

. If required, type colon (:) and directory password. 

. Press RETURN 

. Type new password desired; for no password, type nothing. 
. Press RETURN 

. Type directory ID. 

. If new password created, type colon (:) and new password. 
. Press RETURN 

. TO verify change, press RETURN 


To cancel, press CANCEL 


Don’t password protect directory NBI or NBJ 


Continued 
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DIRECTORY UTILITIES (ICU Workstation) continued 


To copy all phrases between directories: 

. Display Directory Utilities Menu. 

. Type: p 

. Type directory ID that has phrases you want to copy. 
. If required, type colon (:) and password. 

. Press RETURN 

. Type directory ID that should receive copied phrases. 
. If required, type colon (:) and password. 

. Press RETURN 

. To copy all phrases, type: a 


OONOORWN — 


TIPS: 

O If any phrase letters in source directory match those in 
destination directory, those phrases in destination directory 
will be replaced 

O If directory is password protected, type colon (:) and 
password after directory ID 

O A move block can’t be copied 


To copy selected phrases from 1 directory to another: 

1. Follow steps 1-7 under To copy phrases between directories 
— (see above). 

2. Press RETURN 

3. Type: s 

4. To copy specific phrases, type letters separating with 
commas (a,Cc,d). 
To copy a group, type first letter, hyphen (-) and end letter 
(K-e). 

5. Press RETURN 


Continued 
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DIRECTORY UTILITIES (ICU Workstation) continued 


To change letter ID of phrase copied to another directory: 

. Follow steps 1-7 under to copy phrases between directories. 

. Press RETURN 

. Type: c 

. Type letter of phrase desired from source directory. 

. Type letter to use for phrase copy in destination directory. 

. Repeat steps 4 - 5 until phrases desired are copied and 
renamed. 

. Press RETURN 


OonhwWNDM — 


~N 


TIP: 
o Changing phrase letter of copy saves phrase text in 
destination directory when original phrase IDs match 


To copy directory tailors: 

. Display Directory Utilities Menu (see page 27). 

. Type: t 

. Type ID of directory to receive selected tailors. 

. If required, type colon (:) and password. 

. Press RETURN 

. Type ID of directory that has tailors you want to copy. 
. If required, type colon (:) and password. 

. Press RETURN 


CONDOR WNM — 


TIP: 
o To copy standard directory tailors, type nothing at step 6 


DISCRETIONARY HYPHEN — see HYPHEN 
DISK FULL WARNING 


To increase available space: 
1. Display any Directory Display. 
2. Delete (or Archive for ICU Workstation) documents until 
available space reaches safe level designated for your 
system. 


TIP: 

ICU Workstation 

Oo System beeps at every command typed while you’re not 
editing or recording documents. This continues until available 
space reaches safe level designated for your system. 
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DISK INTERACTION (OASys 3000 only) 


To record, edit, print or perform special functions: 


O) OR WDM — 


CO N 


. Both diskettes must be tailored for disk interaction. 
. Display System Operations Menu at master station. 
. Display System Operations Menu at second video. 

. Select Operation. 

. For disk drive 1, type: #1 


For disk drive 2, type: #2 


. To record document, update history, create index or table of 


contents, type comma. 
To perform any other operation, omit comma. 


. Type name(s) of document(s). 
. Proceed with operation — see individual operation. 


To display directory: 


5. 


. Both diskettes must be tailored for disk interaction. 
. Display System Operations Menu at master station. 
. Display System Operations Menu at second video. 

. For disk drive 1, type: dd1 


For disk drive 2, type: dd2 
Follow prompt to select directory type. 


TIPS: 


O 


Disk interaction is ability to use diskette in disk drive 1 from 
second video or use 1 diskette from both stations at once 
(dual disk drive workstations only) 

To select directory type — see DIRECTORY DISPLAY 

If you type no number at master station, System assumes 
disk drive 1 

If you type no number at second video, System assumes disk 
drive 2 

To tailor diskette interaction — see DISK INTERACTION 
TAILOR 

Two operators cannot work on same document at once 
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DISK INTERACTION TAILOR (OASys 3000 only) 


a. To tailor diskette: 


1. Display Utility Operations Menu. 
2. Type: t 
3. Wait for Tailor Menu to appear. 
4. Remove Utility diskette. 
lan 5. Insert diskette to be tailored in disk drive 1 and close door. 
| 6. Press RETURN 
7. If required, type current diskette password and press RETURN 
8. Type: i 
9. To add disk interaction tailor, type: y 
To remove disk interaction tailor, type: n 
10. Change other tailors if desired. 
11. Press MENU to record tailors. 
DISKETTE PASSWORD TAILOR — see PASSWORD TAILOR 
DISK SPACE — see AVAILABLE SPACE 
DISKETTE DENSITY 
To determine diskette density, check label for following letters: 
SS/DS = Single Side, Single Density Stores about 100 pages 
SS/DD = Single Side, Double Density Stores about 200 pages 
DS/DD = Double Side, Double Density Stores about 400 pages 
TIP: 
O Diskette directory display shows density 
= DISKETTE: INSERT AT ICU (ICU Workstation) 


1. Be sure ICU disk drive isn’t being used. 

2. If disk drive is closed, open it. 

3. Insert diskette with label side facing up toward you. 
4. Push diskette in gently until diskette clicks in place. 
5. Close disk drive door. 


Continued 
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DISKETTE: INSERT AT ICU (ICU Workstation) continued 


TIPS: pea 
O See ICU LIGHTS for light conditions at ICU 
OASys 64 
O Insert diskette at ICU only when System Status display is Ld 
Oo System Status display db shines when operation is being 
performed and ICU disk drive door is locked ~ 
O A solid 64 appears when disk drive isn’t being used or 
operation is complete ; 
OASys 8 T 
o Disk drive must be designed for higher density diskette 
to use SS/DD or DS/DD diskette 
O Insert diskette at ICU only when INSERT DISKETTE light 
shines 
O DISKETTE IN USE light shines when operation is being 
performed and ICU disk drive door is locked 
o INSERT DISKETTE and DISKETTE IN USE lights on ICU are 
out when disk drive isn’t being used or operation is complete 


DISKETTE: INSERT AT WORKSTATION 


1. Be sure workstation disk drive isn’t being used. 

2. If disk drive is closed, open it. 

3. Insert diskette with label side facing toward screen, to left. 
4. Push diskette in gently, until it won’t go in any further. 

5. Close disk drive door. 


TIPS 

O Disk drive must be designed for higher density diskette to use 
SS/DD or DS/DD diskette 

O Stand-alone workstation utility diskette must be inserted first Ax 
to power on — see POWER ON WORKSTATION 


DISKETTE UTILITIES — see TAILOR 
DISKETTE or appropriate utility 


DISPLAY LEVEL — see SCREEN DISPLAY 
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DOCUMENT ASSEMBLY: PRINT 


To print document containing variable inserts: 

. Display System Operations Menu. 

. Type: p 

. Type name of standard document. 

. Press RETURN 

Type: o 

. Select other print options desired. 

. Press RETURN 

. Type: a 

. Select other special options desired. 

. Press RETURN 

11. Type name of variable document. 

12. Press RETURN 

13. To print specific group of variables, type index numbers. 
To print all groups of variables, don’t type index number. 

14. Press RETURN 

15. If applicable, follow prompt to insert paper and press 
RETURN 


_s 
OONAN 


To print document containing only paragraph inserts: 
Use usual print command to print standard document. 


TIPS: 

O Standard document contains text that doesn’t vary 

o Variable document contains variable text, variable and group 
marks 

o To print standard document — see PRINT 

o Do not select index numbers when printing unnamed 
variables 

ICU Workstation 

O To print selected variables, type comma between index 
numbers (7,9 prints 7 and 9) 

o To print a range of variables, type a hyphen between numbers 
(7-9 prints 7, 8 and 9) 

O Index selection unlimited 

Stand-alone Workstation 

O To print group of variables, type comma between index 
numbers (7,9 prints 7,8 and 9) 

O You must select index numbers in sequence (7,9 prints 7 
through 9, not 7 and 9) 

O Index selection limited to first 255 groups of variables 
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DOCUMENT ASSEMBLY: STANDARD DOCUMENT 


To type standard document that contains variable inserts: 


1. 
2; 
3. 


Record document. 

Format as desired. 

Type text. Stop at each location of variable or paragraph 
insert: 

At variable location, type variable insert switch code (see 
below). 

At standard paragraph location, type paragraph insert switch 
code (see below). 


To type standard document that contains only paragraph inserts: 


© N — 


NOOO 


. Record document. 
. Position cursor on line 1. 
. For stand-alone workstation, press ALT SHIFT + MARK 3 


times. For ICU workstation, skip to step 5. 


. Type a space. 

. Press RETURN 

. Format as desired. 

. Type text. Stop at each location of paragraph insert and type 


paragraph insert switch code (see below). 


To type variable insert switch code: 


WD 


on 


. Position cursor at variable insert location. 
. Press ALT SHIFT + SWITCH 

. Type: v 

. For named variable insert, type name. 


For unnamed variable insert, don’t type name. 


. Press RETURN 


To type paragraph insert switch code: 


oORON — 


. Position cursor at paragraph insert location. 
. Press ALT SHIFT + SWITCH 

. Type: p 

. Type name of standard paragraph. 

. Press RETURN 


To delete switch code: 


1. 
2. 
3. 


Press SHIFT + MODE until instruction squares appear. 
Position cursor under switch code instruction square. 
Press ALT SHIFT + SHIFT + DEL 


Continued 
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DOCUMENT ASSEMBLY: STANDARD DOCUMENT continued 


TIP 
O 
O 
O 
O 


O 


>: 


Switch code appears as instruction square 
To locate switch code — see NEXT COMMAND SEARCH or 
SEARCH 
Variable or paragraph name may be 1-10 letters, numbers or 
hyphens 
Type spaces and punctuation to surround variable insert 
switch codes 
To repeat previously named variable, type name in switch 
code exactly as in previous switch code 
You may use PARA, INDENT, TAB, CENTER, etc. to position 
cursor at switch code location 
Standard paragraphs inserted at paragraph insert switch code 
locations are recorded as separate documents on diskette or 
directory 
Do not mix named and unnamed variable insert switch codes 
You must use named variable inserts to: 

e print matching envelopes or labels for letters 

e use repeated variables 

e print selected index numbers 

e use master variable document 
To type variable document — see DOCUMENT ASSEMBLY: 
VARIABLE DOCUMENT 


DOCUMENT ASSEMBLY: VARIABLE DOCUMENT 


To type named variable document: 


. Record document. 
. Position cursor on line 1. 
. Type names of variables exactly as typed in switch codes, 


separated with commas, spaces or RETURNSsS. Type repeated 
variable name once only. 


. Type group mark (see next page). 
. Press RETURN 
. Type variables in same order as you typed names in step 3. 


Type repeated variables only once. 


. Type variable mark after each variable (See next page). 
. Type group mark at end of each group of variables. 


s~ Continued 
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DOCUMENT ASSEMBLY: VARIABLE DOCUMENT continued 


To type unnamed variable document: 
1. Record document. Saal 
2. Position cursor on line 1. 

. Type group mark (see below). 

. Press RETURN 

. Type variables in same order as in standard document. 

. Type variable mark after each variable (see below). -> 

. Type group mark at end of last group of variables. 


N © O1 & 


To type paragraph insert (standard paragraph): 
1. Record document, using name you typed for paragraph insert 
switch code. 
2. Type paragraph. 


To type variable mark (-): 
Press SHIFT + MARK 


To type group mark (w): 
Press ALT SHIFT + MARK 


To delete variable mark (~) or group mark (m): 
1. Position cursor under variable or group mark. 
2. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

o Number of variable groups limited only by available space 

O Record all formats and PARA instructions in standard 
document 

o Limited to 3 nested variables or paragraphs in 1 variable 
document 

ICU Workstation 

O Maximum of 70 variable names 

Stand-alone Workstation 

O Maximum of 32 variable names 
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DOCUMENT BREAK (ICU Workstation) 


To divide 1 document into smaller documents: 


1. 


CDOONOONAWND 


—_— 


11. 
TIP 
O 

O 

O 


O 


O 


Be sure document has been repaginated by scrolling through 
or printing entire document. 


. Display System Operations Menu. 
. Type: s 


Type: b 
Type name of document to be divided. 


. If required, type colon (:) and document password. 


Type: / 


. Type 1-8 character name for new documents. 
. Press RETURN 
. Type page number(s), separated by commas, after which 


document will be divided. 
Press RETURN 


S: 


Segmented documents names will end with -a, -b, etc. 

You can give segments same name as original document 
Segments will print with same formats, outline sets, page 
numbers, etc. they would have in original document 

A document may have up to 26 segments (i.e. you specify 25 
page numbers to get 26 segments) 

For OASys 64 to perform document break in background 

— see BACKGROUNDING 


DOCUMENT DELETE — see DELETE 


DOCUMENT INSERT 


To insert one document into another document: 


N © O1 B © Nh — 


. Press SHIFT + MODE until instruction squares appear. 
. Position cursor under character, symbol or instruction square 


to follow insertion. 


. Press PHRASE 

. Press ALT SHIFT + SWITCH 

. Type name of document you want to insert. 

. If required, type colon (:) and document password. 
. Press RETURN 


Continued 
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DOCUMENT INSERT continued 


TIPS: 

o If document you insert contains headings, trailers, footnotes 
or equations, these won’t be included 

O If you accidentally start to insert wrong document, pressing 
CANCEL stops document insert, and text won’t be inserted 

O Created document size limited only by available space 

O To insert document parts — see DOCUMENT INSERT: 
DOCUMENT PARTS/GROUP MARK 

o ICU Workstation — Document insert is available on OASys 


64, but not on OASys 8 


To create a document from within another document: 


1. 
2. 


O CONDO 


Press SHIFT + MODE until instruction squares appear. 
Position cursor under first character, symbol or instruction 
square to be marked. 


. Press MARK 
. Position cursor under last character, symbol or instrction 


square to be marked. 
Marked text is highlighted. 


. Press MARK (To cancel, press CANCEL twice.) 

. Press ALT SHIFT + SWITCH 

. Type new document name. 

. Press RETURN 

. Insert copy of document back into text if desired (see page 39). 


TIPS: 


O 


O 


Document may be inserted in any other document on diskette 
or in directories you’re signed onto 

Any combination of text, symbols and instruction squares 
may be part of newly created document except heading, 
trailer, footnote or equation instructions 

To move block of text — see MOVE 

To delete block of text — see DELETE 
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DOCUMENT INSERT: DOCUMENT PARTS/GROUP MARK 


To divide documents into parts for Document Insert by recording 
group marks: 
1. Edit document. 
2. Position cursor at page 1, line 1, character position 1. 
3. Press ALT SHIFT. + MARK to record group mark. 
4. Record group mark at every location in document where new 
part should begin. 


To insert a document part: 
1. Position cursor where you want insertion to begin. 
2. Press PHRASE 
3. Press ALT SHIFT + SWITCH 
4. Type name of document you want to insert, followed by a 
Slash (/). 
5. Type number of document part you want to use. 
6. If required, type colon (:) and document password. 
7. Press RETURN 


DUPLICATE DISKETTE (Stand-alone Workstation) 


One disk drive: 

. Display Utility Operations Menu. 

. Type: d 

. Wait for duplication prompt to appear. 

. Type the number: 1 

. Remove Utility diskette. 

. Follow prompts to insert source and destination diskettes 
until message indicates duplication is complete. 


Oar WN — 


Two disk drives: 

. Display Utility Operations Menu. 

. Type: d 

. Wait for duplication prompt to appear. 

. Type: 2 

. Remove Utility diskette. 

. Insert source diskette in disk drive 1 and close door. 

. Insert destination diskette in disk drive 2 and close door. 
. Press RETURN 


CONDOR WNDM — 


Continued 
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DUPLICATE DISKETTE (Stand-alone Workstation) continued 


TIPS: 

Source diskette is diskette to be duplicated 
Destination diskette is diskette to be duplicated onto 
Duplicate replaces everything on destination diskette 
To duplicate document — see COPY: STANDARD 

To duplicate text — see PHRASE, DOCUMENT INSERT 


OO000 
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EDIT 


To edit previously recorded documents: 
1. Display System Operations Menu. ` 
2. Type: e 
3. Type document name. 
4. If required, type colon (:) and document password. 
5. Press RETURN 


TIPS: 

O To change text — see DELETE, FORMAT, INSERT, MOVE, 
PAGINATION, REFORMAT 

ICU Workstation 

o To edit document in secondary directory — see SECONDARY 
DIRECTORY 

O For Reverse Access Order — see DIRECTORIES: REVERSE 
ACCESS ORDER 

O You can’t edit across Inter-ICU Link 

Stand-alone Workstation 

o To edit document on diskette in disk drive 2 — see ACTIVATE 
SECOND DISK DRIVE, DISK INTERACTION, SECOND VIDEO 


EMPHASIS — see BOLD PRINT, FONT CHANGE, OVERSTRIKE 
ERROR MESSAGE 
Refer to “Help” and “Utility Disk” sections of Features and 


Reference Guide. For error messages displayed using Special 
Features, refer to Special Feature documentation. 
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FEATURE CONFIGURATION (Stand-alone Workstation) 


To check features: 
1. Display System Operations Menu. 
2. Press MODE 
3. Type: f 
4. Press MENU to return to System Operations Menu. 


TIPS: 

O S indicates availability on System. D indicates availability on 
particular diskette — see UPDATE DISKETTE 

O Once System is on, all diskettes used must have same 
features. To use diskette with different features, power 
System off, then power on — see POWER ON WORKSTATION 

O To add or remove features on diskette — see UPDATE 
DISKETTE 


FONT CHANGE 


To type: 
1. Position cursor under first character of font change. 
2. Press ALT SHIFT + EMPH 
3. Type: f 
4. Type font number (1,2,3 or 4). 
5. Repeat steps 1-4 at each font change location. 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under font instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


Continued 
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FONT CHANGE continued 


To print a multi-font document: 


1. Change print wheel and print wheel sets if necessary. 
2. Display System Operations Menu. 
3. Type: p 
4. Type name of document. 
5. If reqired, type colon (:) and document password. 
6. Press RETURN 
7. Type: o 
8. Select other print options desired. 
9. Press RETURN 
10. Type: f 
11. Type number of font to print. 
For twin-track, type 2 font numbers, separating with a comma. 
12. Select other special options desired. 
13. Press RETURN 
14. If applicable, follow prompt to insert paper and press 
RETURN 
15. Follow same procedure to print each font. 
TIPS: 
O Appears as instruction square 
o To locate — see NEXT COMMAND SEARCH or SEARCH 
o Record font change instruction for every font change in text 
o Record font instruction (usually font 1) at first character 
position of main document and each heading, trailer and 
footnote 
o Automatic underscore, footnote separator and footnote 
continuation string always print in font 1 
Oo Only 1 font per print pass (2 fonts per print pass for twin-track 
printers) 
o When no font is specified, all fonts print 
o To change print wheel and print wheel sets — see PRINT 


WHEEL and PRINT WHEEL SETS 
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FOOTNOTE 


To type: 

. Position cursor where footnote is referenced in document. 
. Type reference number if desired. 

. Press FOOT 

. Type reference number if desired. 

. Type footnote text. 

. Press FOOT 


OahWNM — 


To edit: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under footnote instruction square. 
3. Press FOOT 
4. Perform edits. 
5. Press FOOT 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under footnote instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


Rules for printing: 

o When printing pages with continued footnotes, don’t select 
Reprint Current Page after HALT. Clear queue and retype print 
command. 

o If footnote instruction is on last line of page, footnote prints 
on next page 

o If document’s last page contains only footnote text, type 
RETURN(s) at end of main document to create extra page(s) 
on which continued footnote will print 

ICU Workstation 

o Do not print selected pages (4,5,6) when footnotes continue 
across pages. Print range of pages (4-6) from page containing 
footnote instruction through the page desired. 

Stand-alone Workstation 

o Do not print selected pages (4,5,6) when footnotes continue 
across pages. Instead, print from page containing first 
footnote instruction desired to 999. HALT after appropriate 
page prints. 

o Do not print range of pages (4-6) when footnotes continue 
across pages. Instead, print from page containing first 
footnote instruction desired to 999. 


Continued 


TIP 
O 
O 
O 


O 


O 
O 


O 
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/ FOOTNOTE continued 
S: 


Appears as instruction square 

To locate — see NEXT COMMAND SEARCH or SEARCH 
Do not use tab stops in footnote. Position text with spaces, 
CENTER or PARA 

Footnote instruction square can’t be phrased but can be 
moved — see MOVE. Footnote text may be phrased. 
Maximum of 19 footnotes totaling 255 footnote lines per page 
For blank line(s) between footnotes, type RETURN(s) below 
text inside each footnote 

To change footnote formats — see FOOTNOTE FORMAT 
SETS 


FOOTNOTE CONTINUATION STRING — see FOOTNOTE PRINT 
OPTIONS TAILOR 


FOOTNOTE FORMAT SETS 


To change primary format sets: 
1. Position cursor anywhere in main document. 


Oo AON 


. Press FORMAT 
. Press FOOT 
. Follow prompts to type format changes, separating multiple 


changes with commas. 


. Press RETURN 
. Edit each footnote typed before format change to reformat. 


To change secondary format sets: 


N O ok WD — 


. Press SHIFT + MODE until instruction squares appear. 

. Position cursor under footnote instruction square. 

. Press FOOT 

. Press FORMAT once (or twice for format menu). 

. Follow prompts to type format changes, separating multiple 


changes with commas. 


. Press RETURN 
. Press FOOT 


Continued 
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FOOTNOTE FORMAT SETS continued 


TIP 
O 


S: 


Primary formats include: S (line spacing), T (top margin), 

| (paragraph indent), M (left margin), L (line length), C (character 
spacing), V (proportional spacing), J (justification) 

Primary formats affect all footnotes except those with 
secondary formats 

Secondary formats include: | (paragraph indent), M (top 
margin), L (line length), C (character spacing), V (proportional 
spacing), J (justification) 

Secondary formats affect only footnote in which they're set 
Secondary formats appear as instruction squares inside 
footnote. To delete, press ALT SHIFT + SHIFT + DEL 

To add or change footnote separator or continuation string — 
see FOOTNOTE PRINT OPTIONS TAILOR 


FOOTNOTE PRINT OPTIONS TAILOR 


To tailor diskette or directory for footnote separator and/or 
continuation string: 


1. 
2. 
3. 


5 
6. 
7 


8. 


Display appropriate Tailor Menu. 

Type: n 

For footnote separator, type the number 1: 

Type separator character (1 character). 

Type number of times character should print (1-200). 
Press RETURN 


. For continuation string, type the number 2: 


On level C diskettes, continuation string can be up to 11 
characters. 

Type continuation string (0-21 characters or spaces). 
Press RETURN 


. Press CANCEL to display Tailor Menu. 


Change other tailors if desired. 


- Press MENU to record tailors or CANCEL so tailors aren't 


recorded. 
Press MENU to display System Operations Menu. 


Continued 
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FOOTNOTE PRINT OPTIONS TAILOR continued 


TIPS: 

o To display Tailor Menu — see TAILOR DIRECTORY or TAILOR 
DISKETTE 

o Immediately affects all documents on diskette or directory 

O Footnote separator prints on last line of footnote’s top margin 
and uses footnote primary formats 

O Continuation string prints on first line of main document’s 
bottom margin and uses last footnote’s formats 


FOOTNOTE SEPARATOR — see FOOTNOTE PRINT OPTIONS 
TAILOR 


FORCED PAGE 


To type: 
1. Position cursor at end of last line on page. 
2. Press SHIFT + PAGE/PARA 


To delete: 
1. Position cursor on forced page. 
2. Press ALT SHIFT + DEL 


TIPS: 

O Forced page prevents justification of line above it 

O To force page in multi-column text — see MULTI-COLUMN 
TEAT 


FORMAT 


To type: 
1. Position cursor where new format should take effect. 
2. Press FORMAT once (or twice for format menu). 
3. Type letter of format and new number, separating multiple 
changes with commas. 
4. Press RETURN 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under format instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


Continued 
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FORMAT continued 


TIPS: 

Each new format set appears as instruction square 

To locate — see NEXT COMMAND SEARCH or SEARCH 

Maximum for P (page length) and X (text length) is 126 

Maximum for F (paragraph spacing) and S (line spacing) is 63 

Maximum for T (top margin) is 31 

Maximum for M (left margin) and L (line length) is 238 

Maximum for C (character spacing) is 60 

Left margin and line length combined must not exceed 132 if 

document will be printed (except for wide-track printer) 

o To reformat document — see REFORMAT 

o To change heading/trailer/footnote format sets — see 
HEADING FORMAT SETS, TRAILER FORMAT SET or 
FOOTNOTE FORMAT SETS 

o To tailor diskette or directory formats — see FORMAT 
TAILOR 

o For smaller format units — see INCREMENTAL PRINTER 
SPACING 


O0O000000 


FORMAT TAILOR 


To tailor diskette or directory: 

. Display appropriate Tailor Menu. 

. Type: f 

. Follow prompts to change format(s). 

. Press CANCEL to display Tailor Menu. 

. Change other tailors if desired. 

. Press MENU to record tailors or CANCEL so tailors aren’t 
recorded. 

7. Press MENU to display System Operations Menu. 


OoohWND — 


TIPS: 

o To display Tailor Menu — see TAILOR DIRECTORY or TAILOR 
DISKETTE 

o Affects main document formats and primary heading/trailer 
and footnote formats for all new documents on diskette or in 
primary directory 

O Does not affect previously recorded document unless page 
index is erased — see PAGE INDEX 


FUNCTIONS — ADVANCED (OASys 64 Workstation) — see 
BACKGROUNDING or appropriate special feature documentation. 


M~ 
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= GROUP MARK — see DOCUMENT ASSEMBLY: VARIABLE 
DOCUMENT 


HALT 


To stop printer from workstation: 
1. Press HALT 
2. If required, type number of printer to be halted. (For ICU 
Workstations press RETURN) 
3. Type letter of desired halt option. 


ee 
Only printer(s) currently printing your document(s) will halt 

: Reposition paper before selecting ‘‘Reprint current 
document” or “Reprint current page” 

o If printing continuously, paper is repositioned automatically 
when you select “Next document” or “Stop print and CLEAR 
QUEUE” 

O For full choice of halt options, press HALT at workstation 
from which printing document was sent 

oe Workstation 
ON LINE light at printer goes out while printer is halted 

: Operator at printer can’t restart it while the printer is halted 
from a workstation 

O To halt printer while ON LINE light is blinking, press HALT, 
select option, then press STOP/START 

o If you have communications, you’ll receive a prompt asking 
you if you want to halt print or communications 


To stop ICU printer at printer: 
Press STOP/START so ON LINE blinks. 


TIPS: 
O ON LINE light blinks after pressing STOP/START 
O At draft printer, press ON LINE instead of STOP/START 


Continued 
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HALT continued 


To restart ICU printer at printer: 
1. ON LINE light must be blinking. 
2. Check last page printed for any printing instructions. 
3. Follow printing instructions, if any. 
4. To resume print at position stopped, press STOP/START 
To reprint current page, position paper, then press REPRINT 


TIP: 
o When ON LINE light is blinking, only operator at printer can 
restart printer 


HANGING INDENT 


To type: 

1. Position cursor above text to be indented. 

2. Set left tab stop for each indent level. 

3. Position cursor at beginning of first line (which won’t be 
indented). 

4. Press SHIFT + INDENT once for each indent level required. 

5. Type text. 

6. Press RETURN to end indent. 


TIP: 
o To set tab stops — see TAB STOPS 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under hanging indent instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

O Appears as instruction square 

o To locate — see SEARCH 

o Next Command Search doesn’t locate 

O PARA and forced page don’t end indent 

o You may combine hanging indent and indent 

o To indent first line also — see INDENT 

O For paragraph indent, use PARA key — see PARAGRAPH 


oo 
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HEADING 


To type heading which will start printing on page 1: 


1. 
. Press SHIFT + HEAD 


2 
3. For Both/Even heading, press RETURN 


ok 


Position cursor on page 1, line 1. 


For Odd heading, type: o 


. Type text of heading. 
. Press HEAD 


To type heading which will start printing on page other than 1: 


1. Determine on which page heading should begin. 
2. Position cursor on preceding page. 
3. Position cursor on any line except line 1. 
4. Press SHIFT + HEAD 
5. For Both/Even heading, press RETURN 
For Odd heading, type: o 
6. Type text of heading. 
7. Press HEAD 
To edit: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under heading instruction square. 
3. Press SHIFT + HEAD 
4. If heading is Both/Even, press RETURN 
If heading is Odd, type: o 
5. Perform edits. 
6. Press HEAD 
To delete: 


1. 
pa 
3. 


Press SHIFT + MODE until instruction squares appear. 
Position cursor under heading instruction square. 
Press ALT SHIFT + SHIFT + DEL 


N 


TIPS: 


O 
O 
O 
O 


O 


O 


Appears as instruction square 

To locate — see NEXT COMMAND SEARCH or SEARCH 

Do not use tab stops in heading. Position text with spaces, 
CENTER or PARA 

Heading instruction can’t be phrased but can be moved — 
see MOVE 

Heading text may be phrased 

To change heading formats — see HEADING FORMAT SETS 
For automatic page numbering — see PAGE NUMBER 
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HEADING FORMAT SETS 


To change primary format sets: 


AUN 


O1 


To 


ROD 


OD 0l 


7 

8. 
TIP 
O 


. Position cursor anywhere in main document. 

. Press FORMAT 

. Press SHIFT + HEAD 

. Follow prompts to type format changes, separating multiple 


changes with commas. 


. Press RETURN 


change secondary format sets: 


. Press SHIFT + MODE until instruction squares appear. 
. Position cursor under heading instruction square. 

. Press SHIFT + HEAD 

. If heading is Both/Even, press RETURN 


If heading is Odd, type: o 


. Press FORMAT once (or twice for format menu). 
. Follow prompts to type format changes, separating multiple 


changes with commas. 


. Press RETURN 


Press HEAD 


S: 

Primary formats include: S (line spacing), T (top margin), 

| (paragraph indent), M (left margin), L (line length), C 
(character spacing), V (proportional spacing), J (justification) 
Primary formats affect all headings and trailers except those 
with secondary formats 

Secondary formats include: T (top margin), | (paragraph 
indent), M (left margin), L (line length), C (character spacing), 
V (proportional spacing), J (justification) 

Secondary formats affect only the heading in which they’re 
set 

Secondary format sets appear as instruction squares. To 
delete, position cursor under instruction square and press 
ALT SHIFT + SHIFT + DEL 

To tailor heading/trailer formats — see FORMAT TAILOR 
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HIGH PRIORITY 


. Remove document if already in print queue. 
. Display System Operations Menu. 

Type: p 

. Type name of document. 

. Press RETURN 

. Type: h 

. Select other print options as desired. 

. Press RETURN 


ONOORWH a 


TIPS: 

oO On all workstations except stand-alone 3000S, high priority 
document prints immediately after currently printing 
document 

O On stand-alone 3000S, high priority document is next in your 
print queue 

O When several high priority documents are queued, last 1 
queued prints first 

o To remove documents from print queue — see PRINT QUEUE 


HYPHEN 


To type regular hyphen: 
1. Position cursor where regular hyphen should be. 
2. Type: - 


To type blocked hyphen: 
1. Position cursor where blocked hyphen should be. 
2. Press SHIFT + BLK- 


To type discretionary hyphen: 
1. Position cursor under character to follow hyphen. 
2. Press DIS- 


To delete regular or blocked hyphen: 
1. Position cursor under hyphen. 
2. Press DEL 


Continued 
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HYPHEN continued 


To delete discretionary hyphen: 


LE 


Press SHIFT + MODE until all hyphen symbols (^) appear. 


2. Position cursor under hyphen symbol. 
3. Press DEL 
TIPS: 
o Discretionary hyphen is only printed when it divides word at 


O 
O 


O 


end of line 

Blocked hyphen keeps word together at all times 

Regular hyphen lets word be split between lines at hyphen 
location 

See also — HYPHENATION PASS 


HYPHENATION PASS 


To use: 
1. Position cursor on line 1. 
2. Press MODE 
3. Type: h 
4. For default hot zone of 1/2”, don’t type anything. 


O 0 


For other hot zone, type number in 1/10”. 


. Press RETURN 
. Each time hyphenation pass stops: 


For hyphenation, press DIS- at desired location. 
For no hyphenation, press RETURN 


TIPS: 


O 


O 
O 


Perform hyphenation pass after final edits but before 
widow/orphan pass 

To stop hyphenation pass, press CANCEL 

Hyphen may be typed at or to left of cursor position when 
hyphenation pass stops. No hyphenation occurs if hyphen 
typed to right of cursor position. 


ICU: INSERT DISKETTE — see DISKETTE: INSERT AT ICU 


“—™ ICU LIGHTS 


OASys 64 ICU 


LIGHT STATUS 


Blinking 64 


Solid 64 


Solid Ld 


Solid db 


Continued 


MEANING/ 
WHAT YOU SHOULD DO 


System ready to power off 
or nothing signed on. 


Normal operation — Work 
station(s) signed on. 


“Load diskette” — Insert 
diskette for selected operation. 


“diskette busy” — Diskette in use, 
disk drive door locked. 
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ICU LIGHTS continued 


OASys 8 ICU 
A B C D MEANING/ 
INSERT DISKETTE SYSTEM WHAT YOU 
DISKETTE IN USE STATUS SHOULD DO 
O O O g System ready to power off or 
nothing signed on. 
O O O © Normal operation — Work 
station(s) signed on. 
© O O O Insert diskette for selected 
operation. 
O % O O Diskette in use, disk drive 
door locked. 


Light Codes 


O Off 

g Blinking 
& Shining 
TIPS: 


O For other light conditions, see ICU Light/System Status 
Display Error Conditions in the HELP section of your Features 
and Reference Guide 


OASys 64 

o When powering on OASys 64, you’ll see a series of numbers. 
After 5 minutes, you should get a blinking 64. 

o If an Sn or Sy appears, a Fixed Disk Recovery must be 
performed — see RECOVER FIXED DISK 

OASys 8 

o When powering on ICU, you’ll see a series of light 
combinations, then a blinking system status light 

O C light shining steadily or blinking means Fixed Disk 
Recovery must be performed — see RECOVER FIXED DISK 


ICU POWER — see POWER OFF ICU or POWER ON ICU 
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INCREMENTAL PRINTER SPACING 


To type: 
1. Position cursor where incremental format should take effect. 
2. Press FORMAT once (or twice for format menu). 
3. Type letter of format. 
4. Type new number. 
5. Type: ! after number to indicate incremental units, separating 


multiple changes with commas. 
6. Press RETURN 


TIPS: 
o Horizontal formats (left margin, line length, character 
Spacing): 120 incremental units per inch 
1 unit = 1/120” = 1/12 Pica character 
o Vertical formats (page length, text length, paragragh spacing, 
line spacing, top margin): 48 incremental units per inch 
1 unit = 1/48” = 1/8 line 
O For details on formats — see FORMAT 


INDENT 


To type: 

. Position cursor above text to be indented. 

. Set left tab stop for each indent level. 

. Position cursor at beginning of first line to be indented. 
. Press INDENT once for each indent level required. 

. Type text. 

. Press RETURN to end indent. 


Ooh dN — 


TIP: 
o To set tab stops — see TAB STOPS 


To delete: 
1. Position cursor under indent symbol (\). 
2. Press ALT SHIFT + SHIFT + DEL to delete each indent 
level. 


TIPS: 

O PARA and forced page don’t end indent 

O To indent all but first line — see HANGING INDENT 

O For paragraph indent, use PARA key — see PARAGRAPH 
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INDEX 


To 
1. 


2. 
3. 
4. 


O œ N 


type instruction: 

Position cursor under word or phrase to be indexed. 
Press INDEX 

Type text that should appear in index. 

Press RETURN 


automatically search to and index a word or phrase: 


. Position cursor where search should begin. 

. Press SEARCH 

. Type: i 

. To index each occurrence without stopping, type: a 


To verify each index instruction, type: v 


. Type word or phrase to be located. 
. To find any occurrence, press RETURN 


To find only occurrences capitalized exactly as typed in step 5, 
press MARK 


. Type text that should appear in index. 
. Press RETURN 
. If you selected Verify, each time search stops: 


To index occurrence, press RETURN 
To prevent indexing, press SEARCH 


To delete: 


1. 
2. 
3. 


Press SHIFT + MODE until instruction squares appear. 
Position cursor under index instruction square. 
Press ALT SHIFT + SHIFT + DEL 


TIPS: 


O 
O 
O 


Appears as instruction square 
To locate — see NEXT COMMAND SEARCH or SEARCH 
To cancel index search, press CANCEL 
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INDEX: CREATE 


. Display System Operations Menu. 

. Type: s 

. Type: | 

. Type name of document to be indexed. 

Type: / 

. Type desired name for index document. 

. Press RETURN 

. Type: | 

. Edit index and format as desired when cursor reappears. 


OONOORWND = 


TIPS: 

o Document the index is created for must have index 
instructions — see INDEX 

O System follows page number control instructions when 
creating index document 

o The index’s page index will be erased — see PAGE INDEX 

ICU Workstation 

O Size of index created is limited only by available space 

o To create index in secondary directory — see SECONDARY 
DIRECTORY 

O For OASys 64, to create index in background — see 
BACKGROUNDING 

Stand-alone Workstation 

o Newly created index may contain up to 2400 characters. More 
characters may be added during edit. 


INSERT 


Between words: 
1. Position cursor under space between words. 
2. Press spacebar 
3. Type text. 


Within words: 
1. Position cursor under character to follow insertion. 
2. Press INS 
3. Type text. 
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INSERT continued 


To left of instruction square: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position Cursor under instruction square. 
3. Type text. 


TIPS: 

o To cancel insert, press any ARROW key 

O To insert moved or phrased text — see MOVE or PHRASE 

O To insert document within another document — see 
DOCUMENT INSERT 


INSERT DISKETTE AT ICU — see DISKETTE: INSERT AT ICU 
INSTRUCTION SQUARES 


To display: 
Press SHIFT + MODE until instruction squares appear. 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position Cursor under instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


TIP: 
O To locate most instruction squares — see NEXT COMMAND 
SEARCH or SEARCH 


INTER-ICU LINKING (ICU Workstation) 


To sign onto directory on other ICU: 

. From System Operations Menu press MODE 
. Type: d 

. From Directory Status Screen, type: s 
Type: ( 

Type 1-8 letter name of other ICU. 

Type: ) 

. Type 3 letter ID of directory on other ICU. 

. If required, type a colon (:) and password. 

. Press RETURN 


OONOORWNH = 


Continued 
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INTER-ICU LINKING (ICU Workstation) continued 


TIPS: 
O Know the names of your ICUs before starting 
O Other ICU you sign onto must be powered on 
O While signed onto directory on other ICU you can: 
e Display directory (See below) 
e Copy documents between directories — see COPY: 
BETWEEN DIRECTORIES OR DISK DRIVES 
e Print using a printer on other ICU (see below) 
e Print documents stored on other ICU just as you would 
print a document from your secondary directory — see 
SECONDARY DIRECTORY 


To display a directory on other ICU: 
1. Sign onto other ICU (see page 62). 
2. Display directory as you would normally, except don’t select: 
e Primary directories only 
e All directories 


TIPS: 

O To see only the directory on other ICU, select to display your 
secondary directory only 

O Other ICU’s name will appear in standard display but not in 
Names Only or History display 

O For more information on directory display — see DIRECTORY 
DISPLAY 


. Type number of printer you wish to use. 

. Select other options you wish to use, separating with 
commas. 

10. Press RETURN 


To print using a printer on other ICU: 
1. Type: p 
2. Type name of document. 
3. Press RETURN 
4. Type: p 
5. Type: ( 
6. Type other ICU’s name. 
7. Type: ) 
8 
9 


Continued 
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INTER-ICU LINKING (ICU Workstation) continued 


TIPS: 

Oo Change print wheel set, if necessary, before you queue 
document to printer 

o Only the operator at workstation Ø on other ICU can halt or 
remove document from print queue 

o Document won’t appear in print queue of workstation sending 
document to other ICU’s printer 

Oo Other ICU must be powered on 


JUSTIFICATION 


1. Position cursor where justification should take effect. 

2. Change format to: J1 

3. Change primary format sets for headings, trailers and foot- 
notes to: J1 


TIPS: 

o To change formats — see FORMAT 

O Line ending in RETURN or PARA followed by forced page 
won’t justify 

o Justification doesn’t appear on screen 

o To reduce space between words in justified text, see — 
HYPHENATION PASS 

o To position justified text after automatic number, don’t use 
spaces. Use TAB or INDENT. 

o To change primary format sets for headings, trailers and 
footnotes — see HEADING FORMAT SETS, TRAILER 
FORMAT SETS, FOOTNOTE FORMAT SETS 


LIGHT CONDITIONS — see ICU LIGHTS or PRINTER LIGHTS 
MARK — see MOVE, PHRASE, DOCUMENT INSERT, DELETE 
MENU — see DIRECTORY UTILITIES MENU, OPERATING MODE 


MENU, SYSTEM OPERATIONS MENU, TAILOR DIRECTORY, 
TAILOR DISKETTE, UTILITY OPERATIONS MENU 
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MERGE 


To merge 2 or more documents together: 

. Display System Operations Menu. 

. Type: s 

. Type: c 

. Type names of original document, separating with commas. 
. Type: / 

. Type name of merged document. 

. Press RETURN 

. Type: m 


CONDOR WD = 


TIPS: 

O You can merge up to 14 documents 

o Documents merged in sequence selected 

Oo Originals not retained separately on diskette or directory 

o Merged document name may be same name as original 

O Documents can’t be merged between diskettes or directories 

O First document’s primary heading/trailer and footnote format 
sets and outline sets used 

ICU Workstation 

O If you’re signed onto 2 directories, System assumes 
documents are merged in your first accessed (normally your 
primary) directory 

o To merge documents in secondary directory, type #2 before 
first document name 

o To merge documents from different directories, copy all 
documents into 1 directory, merge, then delete original 
documents — see COPY: BETWEEN DIRECTORIES OR DISK 
DRIVES) 

O Merge isn’t possible with Inter-ICU Linking 

o To merge in background — see BACKGROUNDING 


Stand-alone Workstation 

O Page index erased — see PAGE INDEX 

o To merge onto another diskette using 1 disk drive, merge 
first, then copy — see COPY: SWAPPED DISK 

o To merge onto another diskette using 2 disk drives — see 
COPY: BETWEEN DIRECTORIES OR DISK DRIVES 


MESSAGE 
Refer to“Help” and“Utility Disk” sections of Features and Reference 


Guide. For error messages obtained using Special Features, refer 
to Special Feature documentation. 
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MODEL II: POWER — see POWER OFF WORKSTATION or 
POWER ON WORKSTATION 


MODIFY DIRECTORY PASSWORD — see DIRECTORY UTILITIES 


MOVE 


To 


N © O1 e O N — 


RW N-=O0 


move block of text: 


. Press SHIFT + MODE until instruction squares appear. 
. Position cursor under first character, symbol or instruction 


square to be moved. 


. Press MARK 
. Position cursor under last character, symbol or instruction 


square to be moved. Marked text is highlighted. 


. Press MARK (To cancel, press CANCEL twice.) 
. Press MOVE 
_ If move block is in use, press CANCEL 3 times. Insert old 


move block before marking and moving new block (see page 67). 


move tab scale: 


. Position cursor on tab scale. 

. Press MARK 

. Position cursor on tab scale again. 
. Press MARK 

. Press MOVE 


Continued 
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MOVE continued 


To insert move block: 


1. 


Press SHIFT + MODE until instruction squares appear. 


2. Position cursor under character, symbol or instruction square 
to follow insertion. 
3. Press PHRASE 
4. Press RETURN 
TIPS: 
O Move block size unlimited. Whole document may be moved. 
O Any combination of text, symbols and instruction squares 
may be moved 
o Only 1 block may be moved at a time. Insert moved block 
before marking and moving second block. 
o When block of text has been moved but not yet inserted, 
asterisk (*) appears under PHRASES USED — see PHRASE 
O Move block may be inserted in any document on directory or 
diskette in use 
o To create new document out of block of text — see 
DOCUMENT INSERT 
O To phrase block of text — see PHRASE 
O To delete block of text — see DELETE 
Oo To move column — see COLUMN MOVE AND DELETE 
O TO move cursor — see CURSOR MOVEMENT 
O Text to be moved will be highlighted by underscore or by 
black characters on white screen 
O You can mark and move text with up to 93 footnote/equation 
instructions at once 
o You can mark and move text with up to 16 heading/trailer 


instructions at once 


ICU Workstation 


O 


Move block always stored in primary directory, even if it came 
from secondary directory 
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MULTI-COLUMN 


To type multi-column instruction: 

. Position cursor on line where columns will begin. 

. Press MODE 

. Type: m 

. Type number of columns desired. 

. Press RETURN 

. Type number for distance between columns in 1/10. 
. Press RETURN 


NOOR WD — 


To end multi-column: 
1. Position cursor in column 1 where multi-column should end. 
2. Press MODE 
3. Type: m 
4. Type: Ø 
5. Press RETURN 


To change: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under either multi-column instruction square. 
3. Type new multi-column instruction. 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under first multi-column instruction square. 
3. Press ALT SHIFT + SHIFT + DEL twice. 


TIPS: 
O Appears as 2 instruction squares (multi-column: Ø appears as 
1 square). Do not separate squares with text or spaces. 


O To locate — see NEXT COMMAND SEARCH or SEARCH 

O Maximum of 7 columns 

O Equal distance between all columns 

O Combined distance between columns and column line length 
cannot exceed total line length of document 

O To type multi-column text — see MULTI-COLUMN: TEXT 

O Any footnote instructions must be in column 1 

O If repagination is off and you search to a multi-column page, 


only column 1 will appear 
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MULTI-COLUMN: TEXT 


‘a Equal line length for all columns: 


1. 
2. 
3. 


Position cursor on line where columns will begin. 

Type multi-column instruction — see MULTI-COLUMN. 
Change line length format to line length desired for each 
column. 


4. Type text. 
5. 


To end multi-column — see To end MULTI-COLUMN. 
(see page 68). 


Varying line length for columns: 


OONOORWND — 


10. 


. Position cursor on line where columns will begin. 

. Type multi-column instruction. 

. Change line length format for column 1. 

. Type first item in column 1. 

. End column 1 manually (see below). 

. Change line length format for next column. 

. Type first item in next column. 

. End next column manually. 

. Follow steps 6-8 for each item in each column. If you want a 


blank line above each column, press RETURN before typing 
first item in column. 

To end multi-column — see To end MULTI- COLUMN (see 
page 68). 


To manually end a column: 


Press SHIFT + PAGE/PARA 


To type blank column: 


f- 


~ 2. 
3. 


Position cursor in column. 
Press RETURN 
Press SHIFT + PAGE/PARA 


To end page: 


1. 


AON 


End columns manually (if necessary) to position cursor in 
column 1 (see above). 


. Type multi-column: Ø instruction. 
. Press SHIFT + PAGE/PARA 
. Type multi-column instruction. 


To delete end of column instruction: 


1. 
2. 


Position cursor on end of column instruction. 
Press ALT SHIFT + SHIFT + DEL 


Continued 
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MULTI-COLUMN: TEXT continued 


TIPS: 

O Lower right-hand corner of screen displays current column 
number 

oO If line length changes from column to column, you must 
manually end each column 

o To type multi-column or multi-column: Ø instruction — see 
MULTI-COLUMN 

o To move cursor to next column in multi-column text, press PGYy 


NEXT COMMAND SEARCH 


1. Position cursor where search should begin. 


2. Press SHIFT + MODE until instruction squares appear 


(optional). 


3. Press SHIFT + NXT CMD 
4. Repeat to find next instruction square. 


TIPS: 


O 


O 
O 


Finds all instruction squares except: group mark, hanging 
indent, required backspace, stop code (ICU workstation only), 
superscript, subscript, underscore 

To stop search, press CANCEL 

To search to specific command — see SEARCH 


NUMBERING — see AUTOMATIC NUMBERING, OUTLINE, PAGE 
NUMBER 
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OASYS 3000S/3000 USED AS STAND-ALONE 


To power on as stand-alone: 
1. Power on workstation. 
2. Insert Utility Diskette in disk drive 1 and select option. 


To sign off ICU and operate as a stand-alone: (ICU Workstation 
only) 

1. Display System Operations Menu. 

2. Press OFF 

3. Insert Utility Diskette in disk drive 1 and select option. 


TIPS: 

O Software Level of diskette must match Utility Diskette level 
O All diskette utility operations may be performed 

o Use WP diskette that matches density of disk drive 


To use printer with stand-alone 3000S: 
1. Check that printer is connected to your OASys 3000S. 
2. Check that your OASys 3000S is operating as stand-alone. 
3. If printer is on, press TEST button on left side of Printer 
Control Panel once. 
If printer is off, power it on using button or switch in back. 


To use printer with stand-alone 3000: 
1. Check that printer is connected to your OASys 3000. 
2. Check that your OASys 3000 is operating as stand-alone. 
3. If printer is on, power it off using switch or button in back. 
4. Power on again. 
5. Do not use Printer Control Panel (lights should stay out). 


TIPS: 

o While operating printer with stand-alone workstation, ICU 
workstations can’t use printer 

O To return printer to ICU workstations, press STOP/START 
button on Printer Control Panel so ON LINE light shines 

O To power off printer — see POWER OFF PRINTER 


OASYS 3000S/3000: POWER — see POWER OFF WORKSTATION 
or POWER ON WORKSTATION 


OASYS 64/8: POWER — see POWER OFF ICU or POWER ON ICU 
OASYS 64/8 SIGN ON — see PRIMARY DIRECTORY 
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OPERATING MODE MENU (ICU Workstation) 


o To display, you must be the only workstation signed on 

Choose SYSTEM OPERATIONS to sign onto directory 

O Choose SYSTEM UTILITIES to perform Directory Utilities, 
Recover Fixed Disk, or tape backup if configured 

O Release Level of current software appears at top of screen 


O 


OUTLINE 


To type: 
1. Position cursor above location of outline. 
2. Set left tab stop for each outline level you’ll use. 
3. Press RETURN 
4. Press OUTLN until desired number/letter appears. 


To increase level: 
1. Position cursor at beginning of line with number/letter. 
2. Press OUTLN until desired level appears. 


To decrease level: 
1. Position cursor at beginning of line with number/letter. 
2. Press ALT SHIFT + SHIFT + DEL until desired level appears 


To delete: 
1. Position cursor at beginning of line with number/letter. 
2. Press ALT SHIFT + SHIFT + DEL until numbers/letters are 
deleted. 


TIPS: 

Arabic and multi-level numbers count to 255 

Roman numerals count to 99 

Do not mix outline and automatic numbering 

Do not type more than one outline number per line 
Do not use INDENT and OUTLN keys on same line 
Tab stops determine where text indents for each level 
To restart numbering — see OUTLINE: RESTART 

To change label or a level’s numbering format — see 
OUTLINE SETS 


OO0O00000 0 
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OUTLINE: RESTART 


1. 


© N 


COONOOF 


TIP: 


O 


Change outline sets. Change level before restart level to 
“None.” Change restart level as desired. 


. Position cursor on line above where numbering will begin. 
. Set left tab stop for each outline level you’ll use (including 


“None” level). 


. Press RETURN 

. Press OUTLN to reach“None” level (no number will appear). 
. Press RETURN 

. Press OUTLN until desired number/letter appears. 

. Repeat steps 4-7 each time you restart numbering. 


To change outline sets — see OUTLINE SETS 


OUTLINE SETS 


To change: 


AOON 


NO O1 


. Position cursor anywhere within document. 
. Press MODE 

. Type: o 

. For label, type label. 


For no label, don’t type anything. 


. Press RETURN 
. Follow prompts to select numbering format for each level. 
. Change only to last level you need, then press CANCEL 


Continued 
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OUTLINE SETS continued 


TIPS: 
O Standard (default) outline settings: 
|. Level 1 
A. Level 2 
1. Level 3 
a. Level 4 
(1) Level 5 


(a) Level 6 
Maximum of 6 outline levels 
Outline label precedes Level 1 and may be 1-10 characters 
and spaces 
Outline sets affect entire document 
If you make a mistake while changing sets, press CANCEL 
and start again with step 1 
Number of multi-level digits displayed must be equal to or 
higher than outline level. For example, 3 or more digits must 
appear for Level 3. Maximum is 6. 
To change diskette or primary directory’s standard sets — 
see OUTLINE SETS TAILOR 


OUTLINE SETS TAILOR 


To tailor diskette or directory: 


NORWOOD — 


TIP 
O 


O 
O 


. Display appropriate Tailor Menu. 

. Type: o 

. Follow prompts to change outline label and/or level(s). 
. Press CANCEL to display Tailor Menu. 

. Change other tailors if desired. 

. Press MENU to record tailors. 

. Press MENU to display System Operations Menu. 


S 

To display Tailor Menu — see TAILOR DIRECTORY or TAILOR 
DISKETTE 

Affects all new documents 

Does not affect previously recorded document unless 
document loses outline sets during recovery or merge 


re 
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OVERSTRIKE 
To type: 
1. Position cursor under first position to be overstruck. 
2. Press ALT SHIFT + EMPH 
3. Type: O 
4. Type overstriking character. 
5. Type text. 
6. Position cursor to immediate right of last position to be 


WO ON 


overstruck. 
. Press ALT SHIFT + EMPH 
. Type: o 
. Press RETURN 


To delete: 


1 
2 
3 


. Press SHIFT + MODE until instruction squares appear. 
. Position cursor under overstrike instruction square. 
. Press ALT SHIFT + SHIFT + DEL 


TIPS: 


O 


O 
O 
O 


O 


O 


Appears as instruction square 

To locate — see NEXT COMMAND SEARCH or SEARCH 

Type overstrike instructions in pairs—1 for on, 1 for off 
Message for on shows overstriking character; message for off 
doesn’t show any character 

Delete both overstrike instruction squares 

See also — REQUIRED BACKSPACE 


OVERWRITE — see DELETE OVERWRITE TAILOR 
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PAGE IF 


To type: 
1. Count number of single spaced lines in block. 
2. Position cursor on line above block. 
3. Press ALT SHIFT + PAGE/PARA 
4. Type number determined in step 1. 
5. Press RETURN 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under page if instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

O Appears as instruction square 

o To locate — see NEXT COMMAND SEARCH or SEARCH 

O Keeps block of text from splitting between pages 

o Round number of lines up to next whole number if necessary 
PAGE INDEX 


Four methods for establishing page index: 
o Beginning on line 1, search to nonexistent word like “xyz” 
— see SEARCH 
O Beginning on line 1, use Yor PG f to scroll to end of document 
o Beginning on line 1, perform hyphenation or widow/orphan 
pass to end of document 
O Print entire document 


TIPS: 
o When page index is erased, you can’t search to or print 
selected pages or perform document break 
O Page index will be erased: 
e In merged document (for stand-alone only) — see MERGE 
and COPY: STANDARD 
e When indicated by recovery message — see RECOVERY 
e In newly created index or table of contents — see INDEX: 
CREATE, TABLE OF CONTENTS: CREATE 
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PAGE NUMBER 


To type: 
1. Record or edit heading or trailer. 
2. Position cursor with CENTER or spaces where page number 
should print (inside heading or trailer). 
3. Press ALT SHIFT + PG# 
4. Type other text, if desired. 
5. Exit heading or trailer. 


TIP: 

o To record or edit heading or trailer — see HEADING or 
TRAILER 

O Message says PG# 


To delete: 
1. Edit heading or trailer. 
2. Position cursor under page number instruction (#). 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

O Arabic numbers count to 255 

O Roman numerals count to 99 

o Numbering matches page number displayed at screen bottom 
unless page number control is used 

o To begin with specific number or use Roman numerals — see 
PAGE NUMBER CONTROL 


PAGE NUMBER CONTROL 


To affect numbering in heading on page 1: 
. Position cursor on page 1, line 1. 

. Press MODE 

. Type: p 

. Select type of numbering desired. 

. Type base number. 

. Press RETURN 


Ooh WN — 


Continued 
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PAGE NUMBER CONTROL continued 


s~ To affect numbering in heading on page other than 1: 


1. Determine on which page numbering should take affect. 
2. Position cursor on preceding page. 
3. Position cursor on any line except line 1. 
4. Press MODE 
a 5. Type: p 
6. Select type of numbering desired. 
7. Type base number preceding beginning number (if beginning 
number is to be 1, type: Ø). 
8. Press RETURN 
To affect numbering in trailer: 
1. Position cursor on page to be affected. 
2. Position cursor on any line except line 1. 
3. Press MODE 
4. Type: p 
5. Select type of numbering desired. 
6. Type base number. 
7. Press RETURN 
To advance page numbering (skip numbers): 
1. Follow steps in appropriate procedure for heading or trailer, 
but stop before typing base number. 
2. Type: + l 
3. Type number of pages you want to skip. 
4. Press RETURN 
To decrease page numbering: 
1. Follow steps in appropriate procedure for heading or trailer, 
= but stop before typing base number. 
2. Type — 
ni 3. Type number to be subtracted from next page number. 
4. Press RETURN 
prn Continued 
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PAGE NUMBER CONTROL continued 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under page number control instruction 
square. 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

O Appears as instruction square 

o To locate — see NEXT COMMAND SEARCH or SEARCH 

o Page number control instruction typed in main document 

o Document must contain heading or trailer with page number 


instruction (#) — see PAGE NUMBER 

O Odd and even headings and trailers print according to page 
number control 

o Page numbers in index and table of contents follow page 
number control instructions 

O System uses natural page numbering for print command and 
for search to page 


PAGE SCROLL — see CURSOR MOVEMENT, PAGE INDEX 
PAGINATION 


Four methods for changing: 

o Change text length — see FORMAT 

o Use forced pages — see FORCED PAGE 

O Perform widow/orphan pass — see WIDOW/ORPHAN PASS 
o Use page if instructions — see PAGE IF 


TIPS: 

o To repaginate — see REPAGINATE 

o To automatically number pages — see PAGE NUMBER 

o To change page number format or base number — see PAGE 
NUMBER CONTROL 
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PAPER POSITIONING 


> To position paper in daisy wheel printer: 


1. Pull paper bail forward. 
2. Insert paper behind platen. 
3. Turn platen knob to bring paper through. 
4. Pull paper release lever forward. 
ai 5. Align front and back edges of paper to square paper in 
printer. 
6. Center page in printer: 
For 35 P or 40 P printer, align paper’s left edge with vertical 
red line on print wheel carriage. 
For 35 M or 55 M printer, align paper’s left edge with vertical 
red line on card guide. 
7. Hold paper in position and push paper release lever back. 
8. Adjust paper guide so it’s flush with left edge of paper. 
9. Turn platen knob to adjust top edge of paper: 
For metal wheel printer, top edge should be flush with bottom 
of hole on card guide. 
For plastic wheel printer, top edge should be flush with upper 
horizonatal line on card guide. 
10. After printing has started and paper has advanced several 
lines, push paper bail back against paper. 
To position continuous form paper in draft printer: 
1. Press ON LINE button so light goes out. 
2. Press TOP OF FORM button. 
3. Follow steps inside printer case. 
TIPS: 
O For metal wheel printer, if you can’t see hole on card guide, 
— push down on ribbon cartridge while printer is inactive 
o Draft printer must use continuous form paper 
o To use forms tractor or sheet feeder, see appropriate printer 


attachment documentation 
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PARAGRAPH 


To type: 
1. Press PARA 
2. Type paragraph. 


To delete: 
1. Position cursor under paragraph symbol ($). 
2. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

o If line before PARA ends in RETURN, paragraph spacing 
format is ignored in print 

O Spacing between paragraphs doesn’t appear on screen, but is 
indicated by line counter 

o To change paragraph indent or line spacing — see FORMAT 

o Paragraph indent affects first line of indented continuous text 


PASSWORD 


To assign or remove password for document already recorded: 
. Display System Operations Menu. 
. Type: s 
. Type: p 
. Type name of document. 
. If document currently has password, type colon (:) and current 
password. 
If document doesn’t have password, don’t type anything. 
6. Press RETURN 
7. To add password, type password desired. 
To remove password, don’t type anything. 
8. Press RETURN 


JAUN- 


TIPS: 

O Password must be 3 letters. Uppercase and lowercase are 
different passwords. 

Oo Document won’t be protected by password alone. Protect 
level must be assigned — see PROTECT LEVEL 

o To record document with password — see RECORD 

ICU Workstation 

o For directory password — see DIRECTORY UTILITIES 

o To provide password during archive — see ARCHIVE: 
PASSWORD ON DISKETTE 

Stand-alone Workstation 

o For diskette password — see PASSWORD TAILOR 
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PASSWORD: DIRECTORY — see DIRECTORY UTILITIES 


-—~ PASSWORD TAILOR 


To tailor diskette for diskette password: 


9. 


1. Display Tailor Diskette Menu. 
2. Type: p 
a 3. To add password, type password (1-8 letters). 
To remove password, don’t type anything. 
4. Press RETURN 
5. Type new password again to verify. 
6. Press RETURN 
7. Change other tailors if desired. 
8. Press MENU to record tailors or CANCEL so tailors aren’t 
recorded. 
9. Press MENU to display Systems Operations Menu. 
TIPS: 
o To display Tailor Menu — see TAILOR DISKETTE 
O To password protect a directory — see DIRECTORY UTILITIES 
PHRASE 
To phrase block of text: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under first character, symbol or instruction 
square to be phrased. 
3. Press MARK 
4. Position cursor under last character, symbol or instruction 
square to be phrased. Marked text is highlighted. 
5. Press MARK (to cancel, press CANCEL twice). 
yom 6. Press PHRASE 
7. Type phrase letter (a-z and A-Z for ICU Workstation; a-z for 


stand-alone). 


. If letter is in use: 


To replace old phrase with new phrase, press RETURN twice. 
To save old phrase, type another letter or press CANCEL 3 
times. 

Insert phrase back into text if desired (see page 84). 


Continued 
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PHRASE continued 


To 


OunhWwWND — 


a | 


NaNO 


NO na ONO 


phrase tab scale: 


. Position cursor on tab scale. 

. Press MARK 

. Position cursor on tab scale again. 

. Press MARK 

. Press PHRASE 

. Type phrase letter (a-z and A-Z for ICU Workstation; a-z for 


stand-alone). If letter is in use: 

To replace old phrase with new phrase, press RETURN twice. 
To save old phrase, type another letter or press CANCEL 3 
times. 


. Insert phrase back into text if desired (see below). 


delete phrase: 


. Record or edit a document. 

. Press PHRASE 

. Press DEL 

. Type the letters of any phrases you want to delete. 
. Press RETURN 


edit phrase: 


. Insert original phrase into document. 


Make desired changes. 


. Mark beginning and end of new phrase. 
. Press PHRASE 
. Type original phrase letter. 


System beeps to remind you a phrase already has that name. 


. TO override old phrase, press RETURN l 
. Press RETURN again to verify you’re replacing old phrase. 


To insert phrase: 


—l 


. Press SHIFT + MODE until instruction squares appear. 


2. Position cursor under character, symbol or instruction square 


“a 
4. Type phrase letter. 


to follow insertion. 
Press PHRASE 


Continued 


85 


PHRASE continued 


To see phrases used: 

O During Record or Edit, press PHRASE twice 

O From System Operations Menu, display directory and check 
end of display 


TIPS: 

O Phrase size limited only by available space 

O Phrase may be inserted in any document on diskette or 
directories you’re signed onto 

O Any combination of text, symbols and instruction squares 
may be phrased except heading, trailer, footnote or equation 
instructions 

O To move block of text — see MOVE 

O To delete block of text — see DELETE 

O Phrase letters used will appear momentarily during record or 
edit 

O MOVE BLOCK IN USE appears as asterisk (*) in directory 
display or during record or edit 

ICU Workstation 

O You can only use phrases stored in primary directory 

O Only letters identifying phrases in primary directory will 
appear 

o To copy a phrase from 1 directory to another — see 
DIRECTORY UTILITIES 


POSITIONING PAPER — see PAPER POSITIONING 
POWER OFF ICU 


OASys 64: 
1. Be sure System Status Display has a blinking 64. 
2. Press POWER button. 


TIPS: 

O Never press POWER button when System Status Display has 
a solid 64. If you do, you must perform RECOVER FIXED DISK 
operation. 

O If you have Inter-ICU Linking and 64 isn’t blinking, check to 
make sure someone else isn’t using your ICU 

O Press RESET if you don’t have a blinking 64 and need to 
perform a recovery 


Continued 
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POWER OFF ICU continued 


OASys 8: 
1. Be sure SYSTEM STATUS D light is blinking. 
2. Press POWER button. 


TIPS: 

O Never press POWER button when SYSTEM STATUS light 
shines steadily. If you do, you must perform RECOVER FIXED 
DISK operation. 

o If you have Inter-ICU Linking and SYSTEM STATUS light isn’t 
blinking, check to make sure someone else isn’t using your 
ICU 


POWER OFF PRINTER 


1. Be sure other operators don’t need printer. 
2. Use power button or switch in back of printer. 


TIPS: 

O Printer connected to stand-alone workstation may power off 
when workstation is powered off 

ICU Workstation 

O Draft printer power switch on left side of printer 

o After printer is powered off, OPERATING STATUS in print 
queue display will change to INACT when next document is 
queued to printer. It will remain INACT until powered on 
again. 

O Documents can be queued to a printer that’s off 

O After printer is powered off, any documents queued to it will 
remain in print queue. Documents will print when printer is on 
again. They can, however, be removed from print queue — 
see PRINT QUEUE 


POWER OFF WORKSTATION 


ICU Workstation: 
1. Display System Operations Menu. 
2. Press OFF twice. If Operations Mode Menu appears, press 
OFF again. 
3. For stand-alone 3000S or Model Il, press power switch on 
front, lower right side of console. 


Continued 
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POWER OFF WORKSTATION continued 


Stand-alone Workstation: 

. Display System Operations Menu. 

. Press OFF 

. If second video in use, press OFF at second video. 

. Wait until disk drive door(s) click and unlock. 

. Remove diskette(s). 

. For the stand-alone 3000S, press power switch on front, lower 
right side of console. 

. For the stand-alone 3000, press OFF (at master station if you 
also have second video). 


Ooh WD 


aa | 


Printer connected to stand-alone workstation may power off 
automatically when workstation is powered off — See 
POWER OFF PRINTER 

O Never power off with diskette in disk drive. If you do, you'll 
have to recover diskette — see RECOVER DISKETTE 


POWER ON ICU 


OASys 64 
1. Be sure System Status lights are off (if not, ICU is already on). 
2. Be sure ALTERNATE START/NORMAL START switch is 
pushed down for NORMAL START. 
3. Press POWER button. 
4. Wait until System Status Display shows blinking 64. 


TIP: 

o If System Status Display doesn’t show blinking 64 after 5 
minutes, see ICU Light/System Status Display Error Condition 
in the “Help” section of Features and Reference Guide 


OASys 8 
1. Be sure POWER light is off (otherwise, ICU is already on). 
2. Be sure ALTERNATE START/NORMAL START switch is 
pushed down for NORMAL START. 
3. Press POWER button. 
4. Wait until only SYSTEM STATUS light is blinking. 


TIP: 

Oo If SYSTEM STATUS light isn’t blinking after 2 minutes, see 
ICU Light/System Status Display Error Condition in the 
“Help” Section of your Features and Reference Guide 
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POWER ON PRINTER 


1. Check that ICU is on (for ICU Workstation). 

2. Use power button or switch in back of printer. 

3. Press START/STOP button (for ICU Workstation). 

4. Check that ON LINE and RBN are shining steadily and 
ERROR light is out (for ICU Workstation). 


TIPS: 

O Printer connected to stand-alone workstation may power on 
when workstation is powered on 

o To check that ICU is on — see POWER ON ICU 

O SF switch should be off unless your Sheet Feeder requires its 
use 

O Once printer is powered on, change paper, print wheels, 
ribbon, etc. only when ON LINE light is blinking — see HALT 


Draft Printer: 

. Check that ICU is on. 

. Use power switch on lower left side of printer. 

. If necessary, position paper. 

. Press ON LINE button. 

. Check that POWER and ON LINE lights are on and CHECK 
light is off. 


OAN- 


TIPS: 

O To check that ICU is on — see POWER ON ICU 

O Adjust paper or change ribbon only when ON LINE light is off 

O The 8LPI light will be on for 8 lines per inch and off for 6 lines 
per inch. (Standard is 6 lines per inch.) 
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POWER ON WORKSTATION 


ja ICU Workstation: 


TIP 
O 


O 


O 
O 
O 


O 
O 
O 


1. 
2. 


3. 


OONDOO P 


Check that ICU is on. 

Use POWER button or switch under front right side of 
workstation console. 

If your workstation doesn’t have disk drives, skip to step 4. 
If your workstation does have disk drives, insert Utility 
Diskette to operate as stand-alone; or to operate as an ICU 
Workstation, type: w 


. If Operating Mode Menu displays, type letter: o 


If Directory Sign On Menu displays, skip to step 7. 


. Type date and time (numbers only). 

. Press RETURN 

. At Directory Sign On Menu, type primary directory ID. 
. If required, type colon (:) and directory password. 

. Press RETURN to display System Operations Menu. 


S: 


To perform System Utilities — see DIRECTORY: UTILITIES or 
RECOVER FIXED DISK 

To sign onto secondary directory — see SECONDARY 
DIRECTORY 

To sign onto other ICU — see INTER-ICU LINKING 

To power on ICU — see POWER ON ICU 

To operate as stand-alone workstation — see OASys 
3000S/3000 USED AS STAND-ALONE 

To tailor primary directory — see TAILOR DIRECTORY 

To power off workstation — see POWER OFF WORKSTATION 
To change primary directory — see PRIMARY DIRECTORY: 
CHANGE 
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POWER ON WORKSTATION continued 


Stand-alone Workstation: 


1. 


=— O OON OD OF & W NP 


—h =h 


Press button under front right side of console. (For stand- 
alone 3000 with 2 stations, power on master station.) 


. Insert Utility Diskette into disk drive 1 and close door. 
. Wait for Utility Operations Menu to appear. 

. Type: p orc 

. Wait for prompt. 

. Remove Utility Diskette. 

. Insert WP diskette into disk drive 1 and close door. 

. If required, type diskette password and press RETURN 
. Type date (numbers only). 

. If required, type time (numbers only). 

. Press RETURN to display System Operations Menu. 


TIPS: 


O 


O 


To use diskette in second disk drive — see ACTIVATE 
SECOND DISK DRIVE and DISK INTERACTION 
To use second video — see SECOND VIDEO 


PRIMARY DIRECTORY: CHANGE (ICU Workstation) 


. Display System Operations Menu. 
. Press OFF 
. If Operating Mode Menu appears, type the letter o then type 


date and time. Press RETURN 


4. Type primary directory ID. 
5. If required, type colon (:) and directory password. 
6. Press RETURN 
TIPS: 
o To sign onto secondary directory — see SECONDARY 


O 


DIRECTORY 
To tailor primary directory — see TAILOR DIRECTORY 
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PRINT 


OONOORWND = 


. Display System Operations Menu. 


Type: p 


. Type name of document. 

. If required, type colon (:) and document password. 

. Press RETURN 

. Select desired print options. 

. Press RETURN 

. If o typed at step 6, select special options and press RETURN 
. If applicable, follow prompt to insert paper and press 


RETURN 


TIPS: 


O 
O 
O 


O 


To stop print, press HALT — see HALT 
For information on print queue — see PRINT QUEUE 
SINGLE SHEET — System stops printer after each page so 
new sheet of paper can be inserted. Insert new page, then 
press STOP/START at ICU printer or RETURN at stand-alone. 
PRINTER NUMBER — For selected printer, type printer 
number (p2). For first available printer, type‘“‘p0”; for first 
available of selected printers, type numbers desired (p1,p2). 
When no printer number is selected, document prints 
continuously on printer #1 (if more than 1 printer). 
Special options: 
e Repagination off — see REPAGINATION OFF 
e Font # (F1-F4) — see FONT CHANGE 
e Assembly — see DOCUMENT ASSEMBLY or PRINT 
ASSEMBLY 
e Sheet feeder — see sheet feeder documentation 
e Forms (appears if your have Forms feature) — see forms 
documentation 
For print commands which repaginate or don’t repaginate 
document — see REPAGINATION OFF 
High priority — see HIGH PRIORITY 
To position paper in printer — see PAPER POSITIONING 
Selected pages: 
e Use page numbers displayed on screen, not printed 
numbers 
e Type selected page numbers, separating with commas (4,8) 
up to 5 single pages 
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PRINT continued 


e To print range of pages, separate with hyphen (4-8). To 
print from selected page to end of document, print to 9999 
(999 on stand-alone Workstation) up to 2 ranges of pages. 
e In combination, up to 3 single pages and 2 ranges of 
pages may be selected 
o When to reposition paper after HALT options — see HALT 


ICU Workstation ' 

o To print document stored in secondary directory — see 
SECONDARY DIRECTORY 

o To print documents, ON LINE and RBN lights at printer must 
be shining and ERROR light must be off 

o To print document at the other ICU — see INTER-ICU 
LINKING 

Stand-alone Workstation 

o To print document from a diskette in disk drive 2 — see 
ACTIVATE SECOND DISK DRIVE 


PRINT: AS STAND-ALONE PRINTER — see OASYS 3000S/3000 
USED AS STAND-ALONE 


PRINT ASSEMBLY 


To print several documents as 1 document: 
1. Display System Operations Menu. 
2. Type: p 
3. Type document names, separating with commas. 
4. Follow usual print procedure. 


TIPS: 

o To follow usual print procedure — see PRINT 

o Documents print repaginated in sequence selected 

O Individual documents remain separate in directory or on 
diskette 

o Format sets, tab sets, headings and trailers in individual 

documents affect text which follows 

First document’s primary formats and outline sets used 

Page, outline and automatic numbering continuous 

Up to 15 documents may be in 1 print assembly command 

See also — DOCUMENT ASSEMBLY 


O0O000 
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PRINT QUEUE 


To queue document: 


Type print command for document. 


TIP: 


O 


To type print command — see PRINT 


To display: 


1. 


Display System Operations Menu. 


2. Press MODE 
3. Type: q 


TIPS: 
ICU Workstation 


O 


To display documents queued from all stations, type: a 

To display documents queued from your station only, type: t 
Your workstation number appears as asterisk (*) 

Document names underlined are printing 

Only documents at ACTIVE printers will print 

Documents at printers OFF or INACT will print when printer is 
powered on — see POWER ON PRINTER 

They can, however, be removed (see below) 

A high priority document will appear above printing document 
Printer types are: 

e R = regular 


e D = draft 
e W = wide-track 
eT = twin-track 


To remove document(s) from print queue: 
ICU Workstation 


AON- 


8. 


. Be sure you’re at station from which document was queued. 
. Display print queue of documents from your station only. 

. Type: d 

. TO remove all documents queued to 1 printer, type: a 


To remove specific document(s) queued to printer, type: p 


. Type number of printer. 
. For OASys 64, press RETURN; for OASys 8 skip to next step 
. TO remove specific document, type number of document’s 


print queue position. To remove all documents at that printer, 
skip this step. 
Press RETURN 


Continued 
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PRINT QUEUE continued 


Stand-alone Workstation 
1. Be sure you’re at workstation from which document was 
queued. 
2. Display print queue (see page 93). 
3. Type document’s entry number. 


TIPS: 

o Currently printing document can’t be deleted from queue. 
Instead, press HALT — see HALT 

O Print assembly documents included in 1 print command are 
considered 1 document in queue 

© One document can be queued several times 

ICU Workstation 

O Up to 24 documents may be queued at time 

o You can remove only documents with asterisk (*) in WS 
column 

Stand-alone Workstation 

Oo Up to 7 documents may be queued at 1 time 

o To change date or time in queue — see DATE AND TIME 

o On stand-alone 3000S, high priority document is first in print 
queue 

o On stand-alone 3000, high priority document will print next 

© Document can’t be queued more than once at a time unless 
only selected pages are being printed 


PRINT WHEEL 


To change print wheel on 35 P or 40 P printer: 
1.For ICU Workstation, press STOP/START button so ON LINE 
light is blinking. 
For stand-alone, be sure no one will be using printer. 
2.Remove cover. 
3.Remove ribbon. 
4. Tilt carriage toward you. 
5.Pull print wheel Knob until print wheel comes off. 
6.Position new print wheel to match slot with hub on carriage. 
7.Press down on print wheel to reseat it. 
8. Tilt carriage away from you. 
9.Replace ribbon. 
10.Replace cover. 


To change print wheel on 35 M, 55 M, Twin-Track, Wide-Track 
printer: 
1. Remove cover. 
2.Remove ribbon. 
3.Press “o” button on carriage until it clicks. 
4. Tilt carriage toward you. 
5.Pull print wheel Knob until print wheel comes off. 
6.Position new print wheel to match slot with hub on carriage. 
7.Press down on print wheel to reseat it. 
8. Tilt carriage away from you. 
9.Replace ribbon. 
10. Push down on “c” button until it clicks. 
11.Re-thread ribbon. 
12.Press ribbon advance button (right inside edge of printer) to 
advance slack ribbon. _ 
13. Replace cover. 


TIPS: 
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o You may need to change print wheel set — see PRINT WHEEL 


SETS 
o To remove ribbon — see RIBBON 
o Different printers require different print wheels: 


35 P- Metal or plastic print wheel 
40 P- Metal print wheel 

35 M - Plastic print wheel 

55 M - Plastic print wheel 
Twin-Track - Plastic print wheel 


Wide-Track - Plastic print wheel 
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PRINT WHEEL SETS 
To change: 


. Press MODE 
Type: w 


NOORWOM = 


. Press MENU 
TIPS: 


. Type number of print head. 
. Type letter of print wheel choice. 
. Make other print wheel set changes if desired. 


. Display System Operations Menu. 


O Print wheel sets and examples of corresponding wheels: 


WP Standard: 
APL or OCR B: 


Std Metal Wheel: 


Legal Metal Wheel: 
Metal Sci 10: 
Greek/Math: 

Titan 10 Metal: 
Pica 10 Metal: 
Standard Plastic: 


OCR-B Plastic: 


Continued 


Plastic wheels marked “WP” 
Plastic or metal wheels 
marked “APL”, “OCR B” or 
“ASCII” 

Metal wheels not marked 
“Legal” or “Scientific 10” 
(includes most PS) 

Metal wheels marked 
“Legal” 

Metal wheels marked 
“Scientific 10” 

Plastic wheels marked 
“Greek/Math” 

For print wheels labeled 
“Titan 10” 

For print wheels labeled 
“Pica 10” 

For print wheels labeled 
“Standard” 

For print wheels labeled 
“OCR-B”’ 
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PRINT WHEEL SETS continued 


TIPS 

O Particular printers must use particular print wheel sets 

O Default print wheel set for each head is WP Standard 

o When workstation is powered off, all sets return to WP 
Standard 

O Print wheel sets for each workstation are independent. 
System uses station’s print wheel sets to print document. 

O Change only affects documents printed from your workstation 

O Change affects documents queued to printer only until 
workstation is powered off or print wheel set is changed 
again 

o Be sure correct print wheel is used when document prints 

O For changing print wheel at remote printer — see STOP 
INSTRUCTION 

ICU Workstation 

O For twin-track, print head #1 is on left, print head #2 is on 
right 

o 55M, 35 M, twin-track, wide-track — use print wheel set “A” 
or “B” for standard printing 

o 35 P — use print wheel sets ‘‘C-F,” “H-K” for standard 
printing 

o 40 P — use print wheel set “C” for standard printing 

O For draft printer, always use Draft Printer print wheel set 

O Change only affects documents queued to print after print 
wheel set is changed. Documents already in print queue will 
use previous set. 

Stand-alone Workstation 

O 55M, 35 M, twin-track, wide-track — use print wheel set 
“A-C” for standard printing 

o 35 P — use print wheel set “‘D-J” for standard printing 

o 40 P — use print wheel set “D” for standard printing 

O Change affects all documents currently queued from your 
workstations. You can’t change print wheel set while 
document is printing. 

Stand-alone 3000 only 

O Head numbers for single-track printers: 
Printer #1: Head #1 
Printer #2: Head #3 

O Head numbers for twin-track printers: 
Printer #1, left Head: Head #1 
Printer #1, right Head: Head #2 
Printer #2, left Head: Head #3 
Printer #2, right Head: Head #4 


PRINTER LIGHTS (ICU Workstation) 


O ON LINE light is out when printer has just powered on or 
when printer is halted from workstation 

O ON LINE light blinks only when operator presses 
STOP/START at printer, you need to insert another sheet of 
paper, or if you’re using a 40 P printer and you’re out of 
ribbon. Restart printing by pressing STOP/START. 

o RBN light on control panel is on when ribbon hasn’t run out, 
unless it’s a 55 M, 35 M, twin-track or wide-track, then check 
printer’s light 

O ERROR light is out when no printer errors have occurred 


PRINTER: START OR STOP — see POWER ON PRINTER, POWER 
OFF PRINTER, STOP INSTRUCTION or HALT 


PROPORTIONAL SPACING 


1. Position cursor where proportional spacing should take 
effect. 

2. Change format to: V1 

3. Change primary format sets for headings, trailers and 
footnotes to: V1 


TIPS: 

Oo To change formats — see FORMAT 

o To print, use PS wheel on 35 P or 40 P printer 

O Spacing depends on individual letter width rather than 
character spacing format. Twenty spaces print 1” long, 
regardless of character spacing. 

O Proportional spacing doesn’t appear on screen 

o To align text positioned after left margin, use TAB or INDENT 

o Character spacing format determines positioning of tab stops 
and paragraph indent in print 

o To change primary format sets for headings, trailers and 
footnotes — see HEADING FORMAT SETS, TRAILER 
FORMAT SETS or FOOTNOTE FORMAT SETS 


PROTECT LEVEL 


Pte To add, change or remove: 


1. Display System Operations Menu. 
2. Type: s 
3. Type letter: L 
4. Type name of document. 
a 5. If document has password, type colon (:) and current 
password. 
If document doesn’t have password, don’t type anything. 
6. Press RETURN 
7. To add or change, type appropriate letter. 
To remove, type: n 
TIPS: 
o For ICU Workstation, assign password to document before 
adding any protect level — see PASSWORD 
o For stand-alone, assign password to document before adding 
no access or no modify protect level — see PASSWORD 
QUEUE — see PRINT QUEUE 
peen 
F a 


RECORD 


. Display System Operations Menu. 
Type: r 

Type desired name for document. 

. If desired, type colon (:) and password. 

. If desired, tab to and fill in other blanks. 
. Press RETURN 

. Type document. 

. Press MENU 


ONOORWNH 


TIPS: 

o Document name may be 1-10 letters, numbers or hyphens 

o Document password must be 3 letters. An uppercase 
password differs from a lowercase password. 

o To format — see FORMAT 

Aa Workstation 
Document is recorded in primary directory. To record in 
secondary directory — see SECONDARY DIRECTORY 

O To reverse directory access order — see DIRECTORY: 
REVERSE ACCESS ORDER 

O You can’t record across Inter-ICU Link 

Stand-alone Workstation 

o Document may be up to 255 pages long 

O To record document on diskette in disk drive 2 — see 
ACTIVATE SECOND DISK DRIVE, DISK INTERACTION, 
SECOND VIDEO 


RECOVER DISKETTE 


To recover diskette at ICU Workstation: 

1. Display System Operations Menu. 

2. Type: u 

3. Type: r 
If required, select disk drive. 

4. Insert diskette in disk drive and close door. 

5. Press RETURN 

6. Watch read error count. 

7. If count remains below 10, let recovery continue. 
If count reaches 10, press CANCEL to stop recovery. See 
“Utility Disk” section of Features and Reference Guide. 


8. After recovery, edit documents as indicated by messages. 


Continued 
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RECOVER DISKETTE continued 


To recover diskette at Stand-alone Workstation: 
. Display Utility Operations Menu. 

. Type: r 

. Wait for recovery prompt to appear. 

. Remove Utility Diskette. 


. To print messages, type: p and insert paper in printer. 

. To scan diskette, type: s (diskette won’t be recovered). 

. Press RETURN 

. Watch read error count. 

. If count remains below 10, let recovery continue. 
If count reaches 10, press CANCEL to stop recovery. See 
“Utility Disk” section of Features and Reference Guide for 
instructions. 

11. After recovery, edit documents as indicated by messages. 


OOONDOARWND — 


— 


TIPS: 

O Salvage document may contain deleted text 

O Do not scan diskette unless instructed to 

o For information on recovery messages, see “Utility Disk” 
section of Features and Reference Guide 

O After recovery, check recovered documents for pound signs 
(#) and asterisks (*) that indicate modified text 

ICU Workstation 

O This is only way to recover an archive diskette 

O Cannot select Diskette and Directory Utilities on a second 
video or on a master station if second video is signed on 

Stand-alone Workstation 

O To display Utility Operations Menu — see UTILITY 
OPERATIONS MENU 


RECOVER FIXED DISK (ICU Workstation) 


To prepare for recovery at workstations operating normally: 

. Do not start any new operation. 

. Allow operations currently running successfully to be 
completed (copy, archive, etc.). 

. Display System Operations Menu. 

. Power workstation off. 

. Be sure all stations are off, then perform recovery. 


0 & O Nh — 


Continued 


. Insert diskette to be recovered in disk drive 1 and close door. 


ee. 


r ai 
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RECOVER FIXED DISK (ICU Workstation) continued 


To 


AUN- 


5 
To 
1 

2. 


CON O O1 AOO 


OA 
1 
2. 


3. 
4. 


OA 
1. 
2. 
3. 


prepare for recovery at workstations operating incorrectly: 


. Press RETURN 

. Display System Operations Menu. 

. Press OFF key twice. 

. Workstations that don’t respond to steps 1-3 should be 


powered off using power switch. 
Perform recovery. 


perform Fixed Disk Recovery: 


. Power off all workstations (See prepare for recovery, above). 


For OASys 64, press ICU Reset button. 
For OASys 8, press ICU Power button to power off, then 
power ICU back on. 


. Power on 1 workstation. 
. If “RECOVERY MUST BE RUN” message appears, press 


RETURN 


. Be sure Operating Mode Menu is displayed. 

. Type: u 

. Type: r 

. Skip to appropriate section: OASys 64 or OASys 8. 


Sys 64 


. TO run scan after recovery, type: y 


To not run scan after recovery, type: n 

If you have 1 fixed disk, type: r 

If you have 2 fixed disks, to recover only disk requiring 
recovery, type: r 

To recover both fixed disks, type: a 

Read messages displayed. 

After recovery, edit documents as indicated by messages. 


Sys 8 

Type: r 

Read messages displayed. 

After recovery, edit documents as indicated by messages. 


TIPS: 


O 
O 
O 


To power on ICU — see POWER ON ICU 

To power on workstation — see POWER ON WORKSTATION 
For OASys 64, run scan after recovery when system is to 
check and correct flaws in all documents. Do not run scan if 
you need fixed disk recovery to end as quickly as possible. 


Continued 
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RECOVER FIXED DISK (ICU Workstation) continued 


To temporarily stop display of Recovery Messages: 
1. Press HALT 
2. To continue, press RETURN 


REFORMAT 


To reformat document: 
1. Position cursor where new format should take effect. 
2. Change format(s). 
3. Scroll or print from change forward to end of document. 


TIPS: 

O To change formats — see FORMAT 

O When you search to and edit selected pages, then print 
selected pages without scrolling or entirely printing, 
document won’t reformat 

O For scrolling methods — see PAGE INDEX 


REMOVE DISKETTE — see POWER OFF WORKSTATION 


RENAME 

1. Display System Operations Menu. 
2. Type: s 
3. Type: r 
4. Type current name of document. 
5. If required, type colon(:) and document password. 
6. Type: / 
7. Type new name. 
8. If document password is desired in step 5, type colon (:) and 


same password. If different password is desired — see 
PASSWORD 
9. Press RETURN 
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REPAGINATION 


Two methods for repaginating document after edit or format 

change: 

Oo Scroll to end of document from point of change. 

Oo Print document from page containing point of change through 
999 for stand-alone or 9999 for ICU Workstation 


TIPS: 
o When you search to and edit selected pages,then print 
selected pages without scrolling or entirely printing, 

document won’t repaginate 

o For scrolling methods — see PAGE INDEX 

O For special printing conditions for footnotes — see 
FOOTNOTE 


REPAGINATION OFF 


To turn on or off during edit: 
1. Edit document. 
2. Press MODE 
3. Type: r 
4. Follow prompts to turn repagination on or Off. 


TIPS: 

o To edit document — see EDIT 

o You can’t use Ý or 4 to scroll past page crossings with 
repagination off. Search to selected page or press PG Y or PG A 

o PG f places cursor directly at top of next page without visibly 
scrolling through text 

o When you press MENU, repagination automatically turns back 
on 

o Repagination is automatically on when you edit a document 


Continued 
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REPAGINATION OFF continued 


To turn off during print: 

. Display System Operations Menu. 

. Type: p 

. Type name of document. 

. Press RETURN 

Type: o 

. Type: r 

. Select any other special options desired, separating with 
commas. 

8. Press RETURN 


NOOR WN 


TIPS: 
O Document doesn’t repaginate when: 
e Repagination off is selected for print 
e Selected pages are printed (1,3,8) 
e Document assembly is selected. (Assembled document 
repaginates, but standard and variable documents don’t.) 
ICU Workstation 
O Printing a range of pages (1-8) repaginates that group, but not 
pages before or after the group 
Stand-alone Workstation 
O Printing doesn’t repaginate when a range of pages are 
selected that don’t go to 999 


REQUIRED BACKSPACE 

To type: 
1. Position cursor where required backspace desired. 
2. Press ALT SHIFT + BACKSPACE 
3. Type overstriking character or space if desired. 


Continued 
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REQUIRED BACKSPACE continued 


To delete: 


1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under required backspace instruction square. 


3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

O Appears as instruction square 

o Next Command Search doesn’t locate 

O Search to a specific command locates — see SEARCH 

O Overstriking character occupies separate position on screen 
but not on printed line 

O Several may be typed in a row 

O May be used with other instructions such as superscript or 
subscript 

O Each required backspace effective for 1 character position 

O To overstrike several characters or proportionally spaced 


characters — see OVERSTRIKE 


REQUIRED SPACE 


To type: 


1. Position cursor where required space desired. 
2. Press ALT SHIFT + SPACEBAR 


To delete: 


1. Position cursor under required space. 
2. Press DEL 


TIP: 
O Required space keeps words together on same line 
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RIBBON 


To change on 35 P, 40 P printer: 


— 
RWONM-9© OONO OG BWNH= 


N O 


. Remove cover. 

. Push down on white levers on each side of ribbon cartridge. 
. Lift cartridge straight up. 

. On replacement cartridge, turn white knob in direction of 


arrow to tighten and straighten ribbon. 


. Place ribbon portion of cartridge behind print wheel shield 


and ribbon guide posts. 


. Align cartridge with carriage. 

. Press down until both latches engage. 

. Be sure ribbon isn’t caught on print wheel. 
. Replace cover. 


change on 55 M, 35 M printer: 


. Remove cover. 

. Disengage ribbon from ribbon posts. 

. Check for red release lever on left side of cartridge. 

. If lever is there, press it down, then remove cartridge. 


If lever is absent, pull up on cartridge to remove. 


. Pull small loop of ribbon out of replacement cartridge. 
. Drape ribbon over print wheel. 
. Loop ribbon through ribbon guides and around outside of 


tension lever to right of print wheel. 


. Align cartridge with carriage. 
. Press down to lock in place. 
. Press ribbon advance button on right inside edge of printer to 


tighten ribbon and ensure inked portion is visible. 


. Replace cover. 


SALVAGE — see RECOVER DISKETTE 


SCAN — see RECOVER DISKETTE or RECOVER FIXED DISK 


SCREEN DISPLAY 


To 


change: 
Press SHIFT + MODE until desired screen appears. 


SCROLL — see CURSOR MOVEMENT 
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SEARCH 


g To search: 

. Position cursor where search should begin. 

. Press SEARCH 

. Type: s 

. Type text string to be located. 

. To find any occurrence, press RETURN 
To find only occurrences capitalized exactly as typed in step 
4, press MARK 


oh WD — 


search and replace without stopping: 

. Position cursor where search should begin. 

. Press SEARCH 

. Type: r 

. Type text string to be located. 

. To find any occurrence, press RETURN 
To find only occurrences capitalized exactly as typed in step 
4, press MARK 

. Type replacement text string. 

. To capitalize replacement to match string it replaces, press 

RETURN 

To insert replacement exactly as typed in step 6, press MARK 


RONO 


NO 


To search and replace only with your verification: 
1. Position cursor where search should begin. 
2. Press SEARCH 
3. Type: v 
4. Type text string to be located. 
5. To find any occurrence, press RETURN 
To find only occurrences capitalized exactly as typed in step 
4, press MARK 
. Type replacement text string. 
. To capitalize replacement exactly as typed in step 6, press 
RETURN 
To insert replacement exactly as typed in step 6, press MARK 
8. Each time search stops: 
ai For replacement, press RETURN 
To prevent replacement, press SEARCH 


NO 


Continued 
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SEARCH continued 


TIPS: 


OoOO0O000 


To interrupt search, press CANCEL 

To repeat last search, press SEARCH twice 

Search proceeds from cursor position forward in document 
Text strings may contain up to 77 letters, numbers or spaces 
Search locates underscored text strings, but doesn’t locate 
text strings containing required spaces or other instructions 
unless search string contains required spaces or other 
instructions 


O For index search — see INDEX 
o To search for instruction squares — see NEXT COMMAND 
SEARCH 
O To search to page — see CURSOR MOVEMENT 
To search to any command or instruction square except RETURN: 
1. Position cursor where search should begin. 
2. Press SEARCH 
3. Type: s | 
4. Press keystrokes used for command you’re searching for. 
5. Press RETURN 
To search to RETURN instruction: 
1. Position cursor where search should begin. 
2. Press SEARCH 
3. Type: s 
4. Press SEARCH again. 
5. Press RETURN 
6. Press RETURN again. 
TIPS: 
O You can’t use Search with Replace when searching toa 
command 
O You can include text strings and combinations of commands 
o All instructions (including center and return) will appear as 


instruction squares in search prompt 


SECOND DISK DRIVE — see ACTIVATE SECOND DISK DRIVE 
(Stand-alone Workstation) 
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SECOND VIDEO (OASys 3000 Only) 


To operate with Stand-alone Workstation: 
1. Display System Operations Menu at master station. 
2. Insert diskette in disk drive 2 and close door. 
3. Press RETURN at second video. 


TIPS: 

O Diskette inserted in disk drive 2 must match level and feature 
configuration of diskette in disk drive 1 

O See also — ACTIVATE SECOND DISK DRIVE, DISK 
INTERACTION 


To operate with ICU Workstation: 
1. Be sure master station is signed on for word processing. 
2. Be sure primary directory ID is displayed at second video. 


TIP: 
O Cannot use while master station is performing Diskette and 
Directory Utilities or System Utilities 


SECONDARY DIRECTORY (ICU Workstation) 


To establish or change: 

. Display System Operations Menu. 

. Press MODE 

. Type: d 

Type: s 

. Type secondary directory desired. 

. If required, type colon (:) and directory password. 
. Press RETURN 

. Press MENU 


ONOONRWDH— 
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SECONDARY DIRECTORY (ICU Workstation) continued 


To record, edit, print or perform special functions in secondary 
directory: 
1. Display System Operations Menu. 
2. Select operation. 
3. Type: #2 
4. To record, update history, or create an index or table of 
contents, type a comma. 
To perform any other operation, don’t type comma. 
5. Type name(s) of document(s). 
6. If required, type a colon (:) and document password. 
7. Proceed with operation — see individual operation. 


TIPS: 

O Secondary directory always uses its own directory tailors 

O To reverse access to secondary directory — see 
DIRECTORIES: REVERSE ACCESS ORDER 


SIGN ON — see POWER ON WORKSTATION or SECONDARY 
DIRECTORY 


SIGN ON TO OTHER ICU — see INTER-ICU LINKING 
SINGLE SHEET PRINT — see PRINT 

SPACE, REQUIRED — see REQUIRED SPACE 
SPECIAL CHARACTERS 


To type character on left front of number row: 
Press ALT SHIFT + desired key. 


To type character on right front of number row: 
Press ALT SHIFT + SHIFT + desired key. 


To delete: 
1. Position cursor under character. 
2. Press DEL 


TIP: 
o To print, use print wheel containing character and correct 
print wheel set — see PRINT WHEEL, PRINT WHEEL SETS 


gunn, 
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SPECIAL FUNCTIONS — see individual function or appropriate 
special feature documentation 


STAND-ALONE — see OASys 3000S/3000 USED AS STAND- 
ALONE 


STANDARD COPY — see COPY: STANDARD 


STANDARD DOCUMENT — see DOCUMENT ASSEMBLY: 
STANDARD DOCUMENT 


START PRINTER — see POWER ON PRINTER or HALT 
STOP INSTRUCTION (ICU Workstation) 


To stop printer at end of specified page without sending 
message: 
1. Record or edit document. 
2. Position cursor on last page you want to print before printer 
stops. 
3. Press ALT SHIFT + SHIFT + HALT 
4. Continue editing or recording document as needed. 


TIPS: 

O Use as needed when printing document continuously and 
printer isn’t near you 

O Printing will stop after page containing stop instruction has 
completely printed 


For print instructions before first page of document: 
1. Record or edit document. 
2. Position cursor immediately above text to be printed on first 
page. 
. Type print instructions. 
. Press ALT SHIFT + SHIFT + HALT 
. Begin new page (press SHIFT + PAGE/PARA). 


O & © 
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STOP INSTRUCTION (ICU Workstation) continued 


For print instructions after first page of document: 

. Record or edit document. 

. Position cursor at point where printer should stop. 
. Begin new page (press SHIFT + PAGE/PARA). 

. Type print instructions. 

. Press ALT SHIFT + SHIFT + HALT 

. Begin new age (press SHIFT + PAGE/PARA). 


Ooh WNM — 


TIPS: 

O Begin message with caption such as “PRINT 
INSTRUCTIONS” 

o If automatic page numbers are used, use page number 
control to readjust numbering after stop instruction occurs — 
see PAGE NUMBER CONTROL 


To continue printing after Stop Instruction: 
1. Check for message on last page printed. 
2. If applicable, follow directions in message. 
3. Press STOP/START when printing can resume. 


STOP PRINTER — see HALT 
SUBSCRIPT AND SUPERSCRIPT 


To type subscript: 
1. Press SUB once for each subscript level. 
2. Type text. 
3. Press SHIFT + SUPER as many times as SUB pressed in step 1. 


To type superscript: 
1. Press SHIFT + SUPER once for each superscript level. 
2. Type text. 
3. Press SUB as many times as SHIFT + SUPER pressed in step 1. 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under SUPER or SUB instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


Continued 
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SUBSCRIPT AND SUPERSCRIPT continued 


TIPS: 

O Appear as instruction squares 

O Next Command Search doesn’t locate — see SEARCH 

O Each level is 3/8 of a line 

O Each line must contain equal number of SUPER and SUB 


instructions 


SWAPPED DISK COPY — see COPY: SWAPPED DISK (Stand- 
alone Workstation) 


SWITCH CODE — see DOCUMENT ASSEMBLY: STANDARD 
DOCUMENT 


SYSTEM OPERATIONS — see POWER ON WORKSTATION 
SYSTEM OPERATIONS MENU 


To display from document, Print Queue, Print Wheel Sets Menu, 
Feature Configuration Screen (Stand-alone Workstation), Diskette 
or Directory Utilities Menu (ICU Workstation), or Archive Menu 
(ICU Workstation): 

Press MENU 


To display from heading, trailer or footnote: 
1. Press HEAD, TRAIL or FOOT 
2. Press MENU 


To display after performing Utility function 
(Stand-alone Workstation only): 
1. Insert Utility Diskette in disk drive 1 and close door 
2. Press CANCEL 
3. Follow steps 3-10 of Power On procedure — see POWER ON 


TIP: 
O To display when workstation is off or from Utility Operations 
Menu — see POWER ON WORKSTATION 


SYSTEM UTILITIES — see DIRECTORY UTILITIES or RECOVER 
FIXED DISK (ICU Workstation) 


EL 
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TABLE OF CONTENTS 


To type instruction: 
1. Position cursor under section title to be in table of contents. 
2. Press INDEX 
3. Type text that should appear in table of contents. 
4. Press MARK 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under table of contents instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 
o Appears as instruction square 
o To locate — see NEXT COMMAND SEARCH or SEARCH 


TABLE OF CONTENTS: CREATE 


. Display System Operations Menu. 

Type: s 

Type: i 

. Type name of document for which you want table of contents. 
. If required, type colon (:) and document password. 

Type: / 

. Type name for table of contents document. 

. Press RETURN 

. Type: t 

. When cursor reappears, edit table of contents and format as 
desired. 
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TABLE OF CONTENTS: CREATE continued 


TIPS: 

O Document for which table of contents is created must have 
table of contents instructions — see TABLE OF CONTENTS 

O System follows page number control instructions when 
creating table of contents document 

O Page index erased — see PAGE INDEX 

Workstation 
Created table of contents is limited in size only by available 
space 

o To create table of contents on document stored in secondary 
directory — see SECONDARY DIRECTORY 

O For OASys 64, to create table of contents in background — 
see BACKGROUNDING 

Stand. alone Workstation 

O Newly created table of contents may contain up to 2400 
characters. More characters may be added during edit after 
creation. 


TAB STOPS 


To set: 
1. Position cursor on first line where tab stops are required. 
2. Move cursor to desired character position. 
3. To set flush left tab stop, press TAB SET 
To set Decimal, Right, Center, or Period leader tab stop, press 
ALT SHIFT + SPC SET and type letter. 


To clear: 
1. Position cursor on first line where tab stop isn’t needed. 
2. Move cursor to tab stop position. 
3. Press SHIFT + CLEAR 


To clear all tab stops currently in effect on line: 
1. Position cursor on first line where tab stops aren’t needed. 
2. Press ALT SHIFT + SPC SET 
3. Type: a 


Continued 
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TAB STOPS continued 


To delete tab stop or tab clear: 
1. Position cursor on tab scale where tab stop or tab clear was 
set. 
2. Position cursor under tab stop letter or tab clear. 
3. Press DEL 


To delete tab instruction (>): 
1. Position cursor under tab instruction. 
2. Press ALT SHIFT + SHIFT + DEL 


To delete tab scale: 
1. Position cursor on tab scale. 
2. Press ALT SHIFT + DEL 


To move cursor to next tab stop in effect on text line: 
Press ALT SHIFT + TAB 


To move cursor to next tab stop in effect on tab scale: 
Press TAB 


To position text at tab stop: 
1. Press TAB 
2. Type text. 


TIPS: 

o Clear and set tab stops on line 1, line following RETURN or 
forced page 

o You can’t type text or press FORMAT on a tab scale 

O Proofreading screen display level displays blank space for tab 
scale. Line for tab scale doesn’t print. 

o To move or delete column — see COLUMN MOVE AND 
DELETE 

o To tailor directory or diskette for default tab stops — see 
TAB TAILOR 
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TAB TAILOR 


To tailor directory or diskette: 


Ooh WN = 


. Display appropriate Tailor Menu. 


Type: t 


. Follow prompts to record tab stops. 

. Press CANCEL to return to Tailor Menu. 

. Change other tailors if desired. 

. Press MENU to record tailors, or press CANCEL to prevent 


tailors from being recorded. 


7. Press MENU to display System Operations Menu. 
TIPS: 
O To display — see TAILOR DIRECTORY or 


O 
O 


O 


TAILOR DISKETTE 

Affects all new documents 

Does not affect previously recorded document unless page 
index is erased — see PAGE INDEX 

Tailored tab stops may be cleared but not deleted in 
document 


TAILOR DIRECTORY (ICU Workstation) 


To tailor primary directory: 
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10. 


. Display System Operations Menu. 
. Type: u 

. Type: p 

. Wait for Tailor Menu to appear. 


From Tailor Menu, type letter for item you wish to tailor. 
Follow prompts — see individual tailors for details. 


. Press CANCEL to return to Tailor Menu. 
. Change as many tailors as necessary. 
. To record tailors, press MENU 


To prevent tailors from being recorded, press CANCEL 
Press MENU to display System Operations Menu. 


TIPS: 


O 


O 


O 


Underlining and footnote print options tailors affect all 
documents in primary directory 

Format, tab and outline sets tailors affect only documents 
recorded after tailor is set 

Format tailors affect both main document and primary 
heading, trailer and footnote formats 

Delete overwrite doesn’t overwrite documents deleted before 
tailor was set 

Cannot tailor directory from second video or from master 
video if second video is signed on. 
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TAILOR DISKETTE 


To tailor diskette (ICU Workstation): 

. Display System Operations Menu. 

. Type: u 

. Type: t 

. For workstation with disk drives, if you don’t want to use disk 
drive 1, select disk drive. 

. Insert diskette in appropriate disk drive. 

. Press RETURN 

. Follow steps 5-10 on previous page. 

. Remove diskette from disk drive. 


WD — 
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tailor diskette (Stand-alone Workstation): 
. Display Utility Operations Menu. 
. Type: t 
. Wait for Tailor Menu to appear. 
. Remove Utility Diskette. 
. Insert diskette to be tailored in disk drive 1 and close door. 
. Press RETURN 
. If required, type current diskette password and press RETURN 
. From Tailor Menu, type letter for item you wish to tailor. 
. Follow prompts — see individual tailors for details. 
. Press CANCEL to return to Tailor Menu. 
. Change as many tailors as necessary. 
. To record tailors, press MENU 
To prevent tailors from being recorded, press CANCEL 
13. Press MENU to display System Operations Menu. 


— h ok =| 
M=-|-OOONDORWDY-6 


TIPS: 

O Underlining and footnote print options tailors affect all 
documents on diskette 

O Format, tab and outline set tailors affect only documents 
recorded after tailor is set 

O Format tailors affect both main document and primary 
heading, trailer and footnote formats 

O Delete overwrite doesn’t overwrite documents deleted before 
tailor was set 

O In System update, tailors of updated diskette are retained. In 
total update, tailors of‘‘new’’ diskette are copied onto‘‘old”’ 
diskette. 

ICU Workstation 

O Tailor diskette at ICU is only way to tailor an archive diskette 
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TAILOR MENU — see TAILOR DIRECTORY or TAILOR DISKETTE 


TAILOR PRIMARY DIRECTORY — see TAILOR DIRECTORY (ICU a 
Workstation) 


TAILORS: COPY BETWEEN DIRECTORIES — see DIRECTORY 
UTILITIES (ICU Workstation) 


TIME — see DATE AND TIME, POWER ON, TIME OF DAY TAILOR 
(Stand-alone Workstation) 


TIME OF DAY TAILOR (Stand-alone Workstation) 


To tailor diskette: 

. Display Utility Operations Menu. 

. Type: t 

. Wait for Tailor Menu to appear. 

. Remove Utility Diskette. 

. Insert diskette to be tailored in disk drive 1 and close door. 
. Press RETURN 

. If required, type current diskette password and press RETURN 
Type: r 

. For time not to be requested, type: n 

For time to be requested, type: y 

. Change other tailors if desired. 

. Press MENU to record tailors. 
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TIP: 
O If diskette or system has optional Communications feature, 
time of day is requested regardless of tailor 


TRAILER iü 


To type: 
. Position cursor on page where trailer should start printing. 
. Position cursor on any line except line 1. 
. Press ALT SHIFT + TRAIL 
. For Both/Even trailer, press RETURN 
For Odd trailer, type: o 
. Type text of trailer. 
. Press TRAIL 
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TRAILER continued 


To edit: 


O) O1 OM — 


Press SHIFT + MODE until instruction squares appear. 
Position cursor under trailer instruction square. 

Press ALT SHIFT + TRAIL 

If trailer is Both/Even, press RETURN 

If trailer is Odd, type: o 

Perform edits. 

Press TRAIL 


To delete: 


1. 
2. 
3. 


Press SHIFT + MODE until instruction squares appear. 
Position cursor under trailer instruction square. 
Press ALT SHIFT + SHIFT + DEL 


TIPS: 


O 
O 
O 


O 


O 
O 


Appears as instruction square 

To locate — see NEXT COMMAND SEARCH or SEARCH 

Do not use tab stops in trailer. Position text with spaces, 
CENTER or PARA 

Trailer instruction can’t be phrased but can be moved — see 
MOVE. Text inside trailer may be phrased. 

To change trailer formats — see TRAILER FORMAT SETS 
For automatic page numbering — see PAGE NUMBER 


TRAILER FORMAT SETS 


To change primary format sets: 


AUN- 
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. Position cursor anywhere in main document. 

. Press FORMAT 

. Press ALT SHIFT + TRAIL 

. Follow prompts to type format changes, separating multiple 


changes with commas. 


. Press RETURN 


Continued 
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TRAILER FORMAT SETS continued 


To change secondary format sets: 

1. Press SHIFT + MODE until instruction squares appear. 

2. Position cursor under trailer instruction Square. 

3. Press ALT SHIFT + TRAIL 

4. If trailer is Both/Even, press RETURN 
If trailer is Odd, type: o 

5. Press FORMAT once (or twice for format menu). 

6. Follow prompts to type format changes, separating multiple 
changes with commas. 

7. Press TRAIL 


TIPS: 

O Primary formats include: S (line spacing), T (top margin), | 
(paragraph indent), M (left margin), L (line length), C (character 
spacing), V (proportional spacing), J (justification) 

O Primary formats affect all headings and trailers except those 
with secondary formats 

O Secondary formats include: T (top margin), | (paragraph 
indent), M (left margin), L (line length), C (character spacing), 
V (proportional spacing), J (justification) 

O Secondary formats affect only trailer in which they’re set 

O Secondary formats appear as instruction squares. To delete, 
press ALT SHIFT + SHIFT + DEL 


TRANSFER FROM DISKETTE TO FIXED DISK (ICU Workstation) 


To prepare for transfer: 

. Locate diskette with documents to be transferred. 
. Check available space on fixed disk. 

. Display Archive Menu. 

. If applicable, select disk drive. 

. If required, type colon (:) and diskette password. 
Type: d 

. At prompt, insert diskette in disk drive. 

. Check length of documents to be transferred. 
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TRANSFER FROM DISKETTE TO FIXED DISK (ICU Workstation) 
continued 


TIPS: 

O For more information about directory — see ARCHIVE: 
DISPLAY DISKETTE DIRECTORY 

o To check available space on fixed disk — see DIRECTORY 
DISPLAY 

o To display Archive Menu — see ARCHIVE MENU 

o To select disk drive — see ARCHIVE: SELECT DISK DRIVE 

O To provide diskette password — see ARCHIVE: PASSWORD 
ON DISKETTE 

o To delete documents from diskette — see ARCHIVE: DELETE 
DOCUMENT ON DISKETTE 

OASys 64 

O Insert diskette at ICU only when System Status display is Ld 

o System Status display db shines when operation is being 
performed and ICU disk drive door is locked 

o A solid 64 displays when operation is complete 

OASys 8 

O Insert diskette at ICU only when INSERT DISKETTE light 
shines 

o DISKETTE IN USE light shines when operation is being 
performed and ICU disk drive door is locked 

O INSERT DISKETTE and DISKETTE IN USE lights are out when 
operation is complete 


To perform transfer: 

. Prepare for transfer (see page 124). 

. Display Archive Menu. 

. Type: a 

. Point arrow to TRANSFER-DISKETTE TO FIXED DISK 
. Point arrows to other options as desired. 

. Press RETURN 

. Select document names for transfer. 
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TRANSFER FROM DISKETTE TO FIXED DISK (ICU Workstation) 
continued 


TIPS: 

o To select document names for transfer — see TRANSFER: 
SELECTING DOCUMENTS 

o RETAIN ORIGINAL DOCUMENT results in an original and a 


copy 

o DELETE ORIGINAL DOCUMENT leaves only a copy on fixed 
disk. If original is password protected, you must specify name 
and password. 

o NO OVERWRITE OF EXISTING DOCUMENTS OF SAME NAME 
protects document on fixed disk from being erased if name 
matches that of document on diskette 

o OVERWRITE EXISTING DOCUMENTS OF SAME NAME 
replaces document on fixed disk with document on diskette if 
names and passwords match 

o ERASE DISKETTE BEFORE ARCHIVE OPERATION can’t be 
used during transfer 


After transfer is complete: 
1.Remove diskette from disk drive. 
2.Press CANCEL 
3.Check results of transfer by editing document named: archive 


TIP: 
o To save information in archive document, print or rename it 


TRANSFER: SELECTING DOCUMENTS (ICU Workstation) 


To display Transfer Document Selection Prompt: 
1.Follow steps 1-6 in “To Perform Transfer’ on previous page. 
2.Stop at step 7. 


To select all documents: 
1.Display the Transfer Document Selection Prompt. 
2.Type asterisk (*) in NAME blank. 
3.Press RETURN 


TIP: 
o This operation transfers all documents to your first accessed 
(normally your primary) directory 


Continued 
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TRANSFER: SELECTING DOCUMENTS (ICU Workstation) 
continued 


To select specific documents: 
1.Display the Transfer Document Selection Prompt. 
2.Type document name(s) in NAME blank, separating with 
commas. 
3.Press RETURN 


TIP: 
O You can type up to 16 names as long as they all fit in the 
prompt 


To select by beginning characters in name: 
1.Display the Transfer Document Selection Prompt. 
2. Type beginning characters desired in NAME blank. 
3. Type: * 
4.Press RETURN 


TIP: 
o For example, memo* would find memo-1, memo-July, etc. 


To select by matching character positions in name: 
1.Display the Transfer Document Selection Prompt. 
2.ln NAME blank, type characters to be matched, with 1 asterisk 
(*) in each position not to be matched. 
3.Press RETURN 


TIP: 
o For example, memo**82 would find memo0182, memoAB82, 
etc. 


To use combination of name selection methods: 
1.Display the Transfer Document Selection Prompt. 
2.Use combination of name selection methods described above. 
3.Press RETURN 


TWO DRIVE COPY — see COPY: BETWEEN DIRECTORIES OR 
DISK DRIVES 
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TYPEWRITER MODE (Stand-alone Workstation) 


. Position paper in printer as usual. 
. Pull paper bail forward. 
. Insert Utility Diskette. 
. Type: w 
. To print by character, type: c 
To print by line, type: L 


oORWND — 


TIPS: 

o Print by character: each character prints as you type it 

O Print by line: each line prints when you press RETURN 

o Use spacebar, RETURN, BACKSPACE, arrow keys or ALT 
SHIFT + LEFT ARROW to position printhead 

O Arrow keys can’t position printhead when printing by line 

o Use FORMAT key to change formats 

o You may use Typewriter Mode only when printer is powered 

on and not already in use 

The cent sign (¢) and characters on front of keys don’t print 

Pressing PAGE/PARA rolls paper to top of next sheet 

For underscore, press ALT SHIFT + UND 

WP standard print wheel set is used in Typewriter Mode 


OOOO 


To set tab stops: 
1. Position printhead at character position where tab is desired. 
2. Press TAB 


To clear tab stops: 
1. Position printhead at character position of TAB stop. 
2. Press SHIFT + CLEAR 


TIPS: 

O Three flush left tab stops pre-set at positions 15, 25, and 35 

o If you press TAB and System beeps, there are no tabs to the 
right of printhead position 

O You can only set flush left tab stops in Typewriter Mode 
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UNDERLINING TAILOR 


To tailor diskette or directory: 
1. Display appropriate Tailor Menu. 
2. Type: u | 
3. To underline words and spaces, type: c 
To underline words only, type: w 
4. Change other tailors if desired. 
5. Press MENU to record tailors or CANCEL so tailors aren’t 
recorded. 
6. Press MENU to display System Operations Menu. 


TIP: 

o Immediately affects all documents in directory or on diskette 

O To display appropriate Tailor Menu — see TAILOR DISKETTE 
or TAILOR DIRECTORY 


UNDERSCORE 


To type: 
1. Position cursor under first position to be underscored. 
2. Press ALT SHIFT + UND 
3. Type text. 
4. Position cursor to immediate right of last position to be 
underscored. 
5. Press ALT SHIFT + UND 


To delete: 
1. Press SHIFT + MODE until instruction squares appear. 
2. Position Cursor under underscore instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 

O Appears as instruction square 

o Next Command Search doesn’t locate — see SEARCH 

O Type underscore instructions in pairs—1 for on, 1 for off 

O Delete both underscore instruction squares 

O To change automatic underscore from continuous 
(Spaces underscored) to word only (Spaces not underscored) 
or vice versa — see UNDERLINING TAILOR 


130 


UNDERSCORE: DOUBLE 


To type when using print wheel with double underscore 


character: 

1. Position cursor under first position to be double underscored. 
2. Press ALT SHIFT + EMPH 

3. Type: O 

4. Press ALT SHIFT + SHIFT + UND 

5. Type text. 

6. Position cursor to immediate right of last position to be 


TIP: 


O 


double underscored. 


. Press ALT SHIFT + EMPH 
. Type: o 
. Press RETURN 


Before printing you may need to change print wheel and/or 
print wheel sets — see PRINT WHEEL, PRINT WHEEL SETS 


To type double underscore with print wheel which doesn’t 
contain double underscore (for lines ending in RETURN only): 


. Position cursor under first position to be double underscored. 
. Press ALT SHIFT + UND 

. Type text. 

. Position cursor to immediate right of last position to be 


double underscored. 


. Press ALT SHIFT + UND 

. Position cursor at end of current line. 
. Change line spacing format to: s1! 

. Press RETURN 

. Position cursor under first position to be double underscored. 
. Press ALT SHIFT + UND 

. Type enough spaces to double underscore text on line above. 
. Press ALT SHIFT + UND 

. Position cursor at end of current line. 

. Change line spacing back to previous format. 


TIPS: 


O 


O 


For proportional spacing, you may need to type additional 
underscored spaces 

For proportional spacing, don’t use spacebar to position 
underscored text and underscored spaces after left margin. 
Use TAB or INDENT — see PROPORTIONAL SPACING 
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UPDATE DISKETTE (Stand-alone Workstation) 
a One drive: 
1. Display Utility Operations Menu. 
2. Type: u 
3. Wait for update diskette prompt to appear. 
4. For System up date, type: s 
T For Total update, type: t and press RETURN 
5. Type number: 1 
6. Remove Utility Diskette. 
7. Insert “new” diskette in disk drive and close door. 
8. Press RETURN 
9. For “old” diskette to contain all features on “new” diskette, 
type: n 
To select which features on “new” diskette will go on “old” 
diskette or to remove features, type: y 
Select desired features (you may select no features). 
10. Press RETURN 
11. Follow prompts to swap “old” and “new” diskettes until 
message indicates update is complete. 
Two drives: 
1. Display Utility Operations Menu. 
2. Type: u 
3. Wait for update diskette prompt to appear. 
4. For System update, type: s 
For Total update, type: t and press RETURN 
5. Type: 2 
6. Remove Utility Diskette. 
7. Insert “new” disk in disk drive 1 and close door. 
8. Insert “old” disk in disk drive 2 and close door. 
E 9. Press RETURN 
10. For disk to contain all features on “new” diskette, type: n 
To select which features on “new” diskette will go on “old” 
diskette or to remove features, type: y 
11. Select desired features (you may select no features). Press 
RETURN 
pe 
Continued 
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UPDATE DISKETTE (Stand-alone Workstation) continued 
TIPS: ~ 
o “New” diskette is diskette with desired System area 
o “Old” diskette is diskette to be updated 
O System update changes System area only, not documents or 
diskette tailors 
O Total update changes System area, erases all documents and a 
phrases, and records “new” diskette tailors onto “old” 
diskette 
O To update history directory — see UPDATE HISTORY 
DIRECTORY 
O At Level G, minimum available space to add: 
e 1 special feature: — 10 Units 
e 2 special features: — 15 Units 
e 3 special features: — 25 Units 
e 4 special features: — 30 Units 
e 5 special features: — 35 Units 
UPDATE HISTORY DIRECTORY 
1. Display System Operations Menu. 
2. Type: s 
3. Type: u 
4. Type name of document. 
5. If required, type colon (:) and document password. 
6. Tab to blanks and type new description and/or initials. 
7. Press RETURN 
TIPS: 
O To delete information, tab to blank and type a space 
o To change document name — see RENAME ~ 
o To display history directory — see DIRECTORY DISPLAY 
o To update history of secondary directory — see SECONDARY 
DIRECTORY 
Stand-alone Workstation 
o To change date last printed or revised, change date in print 
queue, then print or edit entire document 
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UTILITY OPERATIONS MENU (Stand-alone Workstation) 


f To display when System is off: 
1. Power System on using button under right side of console. 
2. Insert Utility Diskette in disk drive 1 and close door. 


To display when System has active word processing diskette in 
{— disk drive: 

1. Remove diskette. 

2. Power System completely off. 

3. Power System on using button under right side of console. 
4. Insert Utility Diskette in disk drive 1 and close door. 


TIPS: 

O Never power off with diskette in disk drive. If you do, you’ll 
have to recover diskette 

O To power System off — see POWER OFF 

O To display after performing Utility operation, insert Utility 
Diskette in disk drive 1 and close door, then press CANCEL 

O For details — see individual operation 


VIEW DIRECTORY IDS — see DIRECTORY UTILITIES (ICU 
Workstation) 


WIDOW/ORPHAN PASS 


1. Position cursor on line 1. 
2. Press MODE 
3. Type: w 


To delete: 

_ 1. Press SHIFT + MODE until instruction squares appear. 
2. Position cursor under widow/orphan instruction square. 
3. Press ALT SHIFT + SHIFT + DEL 


TIPS: 
O Appears as instruction square 


“0 To locate — see NEXT COMMAND SEARCH or SEARCH 
o To stop widow/orphan pass, press CANCEL 
o Only widow/orphan lines occurring because of automatic 
pages are affected 
o Finds widow/orphan lines only in continuous text 
a o New pass automatically cancels old widow/orphan 


(4.33 instructions 
LF” 9 Perform widow/orphan pass after all other edits and 
hyphenation pass 
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WORD PROCESSING: SELECT (ICU Workstation) 


To select word processing operations from Operating Mode 
Menu: 

1. Type: o 

2. Type date and time as numbers. 

3. Press RETURN 


TIPS: 

o To select word processing at stand-alone workstation — see 
POWER ON WORKSTATION 

o At Date and Time prompt, for March 17, 1981, 8:30 a.m., you’d 
type: 0317810830 

o Date and Time prompt appears for 20 seconds. If Operating 
Mode Menu reappears, type “o” and complete Date and Time 
prompt more quickly. 


WORKSTATION: INSERT DISKETTE — see DISKETTE: INSERT AT 
WORKSTATION 


WORKSTATION: POWER — see POWER OFF WORKSTATION OR 
POWER ON WORKSTATION 
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NOTES 


135 


o) 


i INDEX 


Activate Second Disk Drive .......nesserssassssurssssssas 
Add New Directory - see Directory Utilities 
Archive: Delete Document on Diskette ...............05.. 
Archive from Fixed Disk to Diskette ................05008. 
Archive Menu ..-srrsssriionesewirs seisan twee enna ess 
Archive: Display Diskette Directory ............00-- ee eee 
Archive: Password on Diskette........... 00000 eee eee eee 
Archive: Select Disk DriVG....c0 cece cee enc ewe cee ee wane 
Archive: Select Documents ......6026c000eseee seen eens 
Arrow Keys - see Cursor Movement 
Assembly - see Document Assembly or Print Assembly 
Automatic NUMDGNING «3 vse. scwee ecw seca we eee eee ee 
Automatic Numbering: Restart ............ 2.00 e eee eee. 
Available Spate 1s onan ceeee sears t arses er wewe se awe es ee 
Backgroundihg. s 6226s. onnn ieee edness CAGRS Be es eee wom 
Backspace, Required - see Required Backspace 
Block Delete - see Delete 
Blocked Hyphen - see Hyphen 
Bold Pritt «<406%«0060. s paw i cane ees £66 weed ood eee Be Oe 
Caps LOCK «cic ccend vaenv rsrsr veers nasia Geese ewe ees 
Cental «x nax cc dnewoaeed S0 Cede eRe WEES CEES ESE S SOMBRE ES 
Clear Tab Stop - see Tab Stops 
Column Move and Delete ...........0 cee eee eee eee ees 
Copy Directory Tailors - see Directory Utilities 
Copy Disk - see Duplicate Disk 
Copy Phrases - see Directory Utilities 
Copy: Between Directories or Disk Drives ...............-- 
Copy: Between Diskette and Fixed Disk - see 

Archive from Fixed Disk to Diskette or 

Transfer from Diskette to Fixed Disk 
Copy: Standard «ccc... cence cots nies eree ene en eee tee eee 
Copy: Swapped Disk ...c0cs cers snnnne eed peed sees eee 
Cursor Movement <...ccnsceccs eae a ede ee enw te semen eens 
Date ANG TIME << ciwe-+e ipne idre ee Cee a seks ween Dus 
Default Format Tailor - see Format Tailor 
Default Tab Tailor - see Tab Tailor 
Default Underlining Tailor - see Underlining Tailor 
Bl er ee err A er 
Delete Overwrite Tailor... 2s cannes cee e ee eae ede ae em ee 
Directory: Reverse Access Order .........0 0c eee eee eee! 
Directory Display sire cr Pesrte ened eee s een tween rhii oi 
Directory Sign On - see Power On Workstation 

Secondary Directory or Inter-ICU Linking 
Directory VUES ...:eccceesscawene mass see digwee nent ses 
Directory Utilities Menu ........ 2.00 e eee eee es 


— 
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Directory: Select Documents for Display ................ 


Discretionary Hyphen - see Hyphen 


Disk Full Warning ....sesanana nananana 
DISK INTERACTION vaoesc cocnceeune evi d R ede eee eee ee 
Disk Interaction Tailor...............00 ce eee eee eee 


Diskette Password Tailor - see Password Tailor 
Disk Space - see Available Space 


Diskette DENSIY 6.525606 « bene ee wR ee ow bE Seo ees Ree KO 


Diskette Utilities - see Tailor Directory, Tailor 
Diskette or appropriate utility 


Diskette: InsertatICU ............ 0.0... cc ee eee 
Diskette: Insert at Workstation ......... 0.000 cee eee 


Display Level - see Screen Display 


Document Assembly: Print............. 00000 e eee eee eee 
Document Assembly: Standard Document............... 
Document Assembly: Variable Document ............... 
Document Break 2. .c0ceceueceeeve esis tae now en pews 


Document Delete - see Delete 


Document Insert «cues saeiu cowed se xwae owe eee ee Us 
Document Insert: Document Parts/Group Mark........... 
Duplicate Diskette ..2. i. ccecneveacebuasndwn sauwene cee 
BO E e eae se meen en oe ne oe ee yee bose we 


Emphasis - see Bold Print, Font Change, Overstrike 


Error Messagë 246 cisicene dia serihd anni be whee HEED es 
Feature Configuration. ......... 0.000 cece ee eee 
Font CHANG cians cone odes eee Sowoes bu geen eben RATAS 
Sct) a ee ae ee eT ee 


Footnote Continuation String - see Footnote Print 
Options Tailor 


Footnote Format SetS «2 cess cues scam ne eens same eee 
Footnote Print Options Tailor...............-00 0c eee 


Footnote Separator - see Footnote Print 
Options Tailor 


Forced Page ss cencees eons se bse ee er seehis hearer VENAE 
POMMOL. 6 ose s bs cae eae oe Gas MOR eae eee oe 
Format Tailor cc cucccecasccweavveeeeveweeeseeeecutowaess 


Functions, Advanced - see Backgrounding or 
appropriate special feature documentation 

Group Mark - see Document Assembly: 
Variable Document 


A g oucue eee oan a URak beeen e Hes oe ko ee a eee eae ee 
Hanging INGENE ws< ccous eee bweved is sbdsen tie ebedeen se 
HOANG 24454604005 49 o0 eee Sew ae oe ae Peas wees os 
‘Heading Format Sets w....c0cs ieee w eee beeen ea oee eden 


— 
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High Priority > .-ssasiinakisariasonsnrrndeenra vikta ëss 
POR esrar taane Er tees E aena ANS E S 
Hyphenation PASS ass on ci sces Car Setndeen ee Gee PREPREDENA 
CU EGS eror daw ee does cade eau aes E a be ge ae ee ee ooo 
ICU Power - see Power Off ICU or Power On ICU 

ICU: Insert Diskette - see Diskette: Insert at ICU 

Incremental Printer Spacing.............0 cece eee ees 
MOSMI ow tenes kota es4 ou ene ened EDETEN ORERE ee 
WAGE as « ew oo by ae a eee eee NOR VASA awe ee E eee 


EE a ac a arse epee eet eee seen EE eee ee OS E ee Ee 
Insert Diskette at ICU - see Diskette: Insert at ICU 
INSiWUCTION SQUAEIES ...ccciacvee cane ys oes Seek te eee eet wees 
inter-IGU Linking ius «<eveds cheep bens e eka wares donsanes 1 
SUSUICAION 2%. c¢ 66000564 ceen stews eed ee ee ee 
Light Conditions - see ICU Lights or Printer Lights 
Mark - see Move, Phrase, Document Insert, Delete 
Menu - see Directory Utilities Menu, Operating Mode 

Menu, System Operations Menu, Tailor Directory, 

Tailor Diskette, Utility Operations Menu 
ICIS EOE T EE a Gane eanges 24044 cumes eee a 
ese cie < awetiuncewdwues eohN eves buceds ETELE ERTE et 
Model II: Power - see Power Off Workstation or 

Power On Workstation 
Modify Directory Password - see Directory Utilities 
PIOUS cevaccavengnadudae eek eeuune rhe es See bs sabes neers: 
Multi-ColUMi 2c cas ck dawn d been a ee eee ee ew dene we eS 
MultiColumn; TEXt seen ceciw sens vaws debe’ swears erie 
Next Command Search ......... 0... cee ees 
Numbering - see Automatic Numbering, Outline, 

Page Number 
OASys 3000S/3000 Used As Stand-alone .................. 
OASys 3000S/3000: Power - see Power Off 

Workstation or Power On Workstation 
OASys 64/8 Sign On - see Primary Directory 
OASys 64/8: Power - see Power Off ICU or Power 

On ICU 
Operating Mode Menu............00 0c eee eee eee 
COAG: 4 one cueces center eee 0a se eee eee ak 4 oa oe eed oe 
Outline SetS ..cs-cees wens aawnsenndeviduedneive deen adn 
Outline Sets TallOf -ieri vecsccnes et cew endows neon een anes de 
Quuine: Restart «.ccccccaeec deere cena sr Sieben anniv dndsaae 
COSTS oc ee dd de BEd EWS ee ede ob ode ceed CER 8a eee 
Overwrite - see Delete Overwrite Tailor 
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PAS ETE E E E EN EE EE ETS T TTT 
Page IndeX ...nannnnnnn anaana 
Page Number ..aesanannnanna anaa ee eee eee ewe a eee wee 
Page Number Control ......... 0.0.0 cee eee eee eee 
Page Scroll - see Cursor Movement, Page Index 
Paginallon & sar neds 8 een A eek ews 6 Bee ees Sore eae ee ee 
Paper Positioning «se ccna ecnursvnuaeewnatenueenduweemus 
Perr lp a+ ah keane anh Oe Oe eS eee ees ee or 
POESWOM o-os0beGd co aeeee ewes’ c6Ge ode wb cba h eeu TIETEEN 
Password Tailor........ 0.000 eee ee ee ee eee 
Password: Directory - see Directory Utilities 
Pee a tap eee E wes bese bbe e cacy casei E 
Positioning Paper - see Paper Positioning 
PowerON ICU vees tceeecdeede seb becewpedeestesseeennsen 
Power Off Printer ......... 0.00... cee ee eee ee 
Power Off Workstation ........ 0... 0000 cee eee eee es 
Power On ICU aooaa 
Power On Printer «0.6 i«nou sew aaa 
Power On Workstation ............ naaa 
Primary Directory: Change ........... 0.00 cee eee eee 
Pit sus 6 ener t Saeed woes See baad eons eee od soe eoss 
Print ASSembDIy -b566edeue ns ceeds ctheeeeedheees cdeess aes 
Print QUCUC.. LL ee eee eee 
PCNtVUNGE! 66s cee cc eee eee hee ences bbw es Heed a 
Print Wheel SetS ......... 0... ee eee eee 
Print: AS Stand-alone Printer - see OASys 3000S/ 

3000 Used As Stand-alone 
Printer LigħtS «60ass cee sae bok beuwd «dw ee wea ee eari RE 
Printer: Start or Stop - see Power on Printer, 

Power Off Printer, Stop Instruction or Halt 
Proportional Spacing .a.ccewsavcwnsiswe ena mee sabes eanes 
PIOTSCE LOVE! cone eccbdmcbedeceeer eerste dmes bbe eae 
Queue - see Print Queue 
FOC ON 64-654 ae behead wae HAE Peed eee eb oe bee eS 
Recover Diskette ..c ce cee e sac e wees ens ee ewes ees tw 
Recover Fixed DiSk ....... 0... 00. ccc ee ee ee 
CEILP ALLEI «+ ck eodsbeGu as do0 424 hoe tees £6686 see eee es 
Remove Diskette - see Power Off Workstation 
ABTIAING +. 66 sn web Riwe awe athe dee hb owe eee ended kewe oo 
ACDAUINGUGN w cto vests eckeeee he tre desndees sens t nuke wee 
Repagination Off 2 ccc ecw ek ctw scree eee HEE ERE 
Required Backspace .. caw secu ene ee wees esse enue bee dew 
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aile o el PO NE E E E Aas 44 
A Salvage - see Recover Diskette 
Scan - see Recover Diskette or Recover Fixed Disk 
Screen Display n:s srssisinssrssisessreves s rasrasan aran 
Scroll - see Cursor Movement 
SOC eenaa 2 bod nn ENEA een 
Fa Second Disk Drive - see Activate Second Disk Drive 
SECON VideO ie rrrrrcissoat dks edees Hees eee rr risa 
Secondary Directory .....cncccce wu nwe nw ewan nemo eneeeece 
Sign On - see Power On Workstation or Secondary 
Directory 
Sign On to Other ICU - see Inter-ICU Linking 
Single Sheet Print - see Print 
Space, Required - see Required Space 
Special Characters ....... 0... 0c ce eee 
Special Functions - see individual function 
Stand-alone - see OASys 3000S/3000 Used As 
Stand-alone 
Standard Copy - see Copy: Standard 
Standard Document - see Document Assembly: 
Standard Document 
Start Printer - see Power On Printer or Halt 
Stop INSWUCTION ; . esii wees eee ee nbeSeeee toeeee eens ewes 
Stop Printer - see HALT 
SUPSGUEL coess andes eee ade dny 4 eee getet4)a8 oes cea eae 
SUPCISGNT e esa cand chk od cane SHO he EEEN a 
Swapped Disk Copy - see Copy: Swapped Disk 
Switch Code - see Document Assembly: Standard 
Document 
System Operations - see Word Processing: Select 
System Operations Menu ........... 0.0.0 cee eee eee 
System Utilities - see Directory Utilities or 
Recover Fixed Disk 
Wao OS feb a eee aed ee yes prea ee ae Reems hanes 
Top TanOr 424 be eee eee s Errepara er eee anne aeons 
Table of ContentS ......... 0... ccc cee ee eet eee tees 
Table of Contents: Create... .... ees 
Tailor Directory 2. cence ccna ceca en daannues eee ee Te 
Tailor Diskette 24.6.4 5055 ¢ cow i whe ow ESO PROS A Oe OE ee ROD ED 
Tailor Menu - see Tailor Directory or Tailor 
Diskette 
“Tailor Primary Directory - see Tailor Directory 
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ailes eli EPEE E 6 6-44 oe nt Sede aes eee 
Pn Salvage - see Recover Diskette 
Scan - see Recover Diskette or Recover Fixed Disk 
Screen Display . in ces eden beeen dew eet ous es auwew wean evas 
Scroll - see Cursor Movement 
Best sins os wane eae Hae ba odds oad paar we es Roe es 
aa Second Disk Drive - see Activate Second Disk Drive 
Second Vid€O........ eee ee ee eee nena 
Secondary Directory ....... 0... 0c. cee eee eee eee 
Sign On - see Power On Workstation or Secondary 
Directory 
Sign On to Other ICU - see Inter-ICU Linking 
Single Sheet Print - see Print 
Space, Required - see Required Space 
Special Characters ........ 0... ccc cee eee eee eee eae 
Special Functions - see individual function 
Stand-alone - see OASys 3000S/3000 Used As 
Stand-alone 
Standard Copy - see Copy: Standard 
Standard Document - see Document Assembly: 
Standard Document 
Start Printer - see Power On Printer or Halt 
SLOP INSTUCTION 2 as «aw ses wea es eeeee ened nidri ssar ENER 
Stop Printer - see HALT 
SUDSCNOL a2 64564 «eb e Kk on deo 5 « Woe OS WOKS HK eS Ew wees bo 
Ul e(clctel | 6] a re 
Swapped Disk Copy - see Copy: Swapped Disk 
Switch Code - see Document Assembly: Standard 
Document 
System Operations - see Word Processing: Select 
system Operations Menu ........... 0.0.0 c ee eee eee 
system Utilities - see Directory Utilities or 
Recover Fixed Disk 
TADOS occ 'nc SiG ctwewes nods ee hee wen en eaeadeee ane wes 
Fao ONOl she keane eee oe Seek nEss ANSP enw dee ees 


Tailor Directory ........... 0.000 ccc eee eee ee ee 
Tailor Diskette ......... 0.0.0... ccc eee eee eee 
Tailor Menu - see Tailor Directory or Tailor 
Diskette 
f Tailor Primary Directory - see Tailor Directory 
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Tailors: Copy between Directories - see Directory 

Utilities 
Time - see Date and Time, Power On, Time of Day 

Tailor — 
Time of Day Tailor .cseudccags tata x sda ess save Seas e e oes 
TRUK 620 0a 6s o Ghd Seek oeee ad ss ieee oom ewe een a eedoas 
Trailer Format Sets «2 ee be new ew age he drew ce wee oe 
Transfer from Diskette to Fixed Disk................00005. 
Transfer: Selecting Documents ......... 0.020 e eee eee eee 
Two Drive Copy - see Copy Between Directories or 

Diskettes 
Typewriter Mode ...... 260 e cece ee eee eee eee 
Winderlining TallOf -sss ates hese ens eee eee eee et ees es 
Underscore ecko Sch beaedy Pere eee ein cee ke Be eee 
Underscore: Doubles s.is raspisani nome est ean Pees ee 
Update DISKEWS . ss gpae ed a Yuan's visen awed Coe PR sman es 
Update History Directory ...... 0.000 e cece eee 
Utility Operations Menu ......... 2.00 eee eee 
View Directory IDs - see Directory Utilities 
Widow/Orphan Pass ...:.--2.2-6es seers twee ee cee ee eee 
Word Processing: Select. 2205. sews cae tee eee et ewes 
Workstation: Insert Diskette - see Diskette: 

Insert at Workstation 
Workstation: Power - see Power Off Workstation 

or Power On Workstation 


